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HQADM NVAN
| NTRODUCTI ON

0001. PURPOSE. To identify the functions and issue adninistrative rules and
regul ati ons of HQWC.

0002. ORGANI ZATI ON

1. This Manual is organized into chapters identified by an Arabic nuneral as
listed in the overall contents.

2. Paragraph nunbering is based upon four digits. The first nunber indicates
the chapter; the next digit, the section, the final two digits the genera
nmaj or

par agr aph numnber; and the conbinations which follow the decimal point, the
subpar agr aph nunber; e.g., 5101.3c(1l) refers to chapter 5, section 1, genera
mej or paragraph 01, subparagraph 3c(1).

3. Pages are nunbered in separate series by chapter nunber, with the chapter
nunber precedi ng each page nunber; e.g., the 10th page of chapter 5 is shown
as

5-10. The figures referred to in a chapter are at the end of that chapter

4. The term "Headquarters staff agency"” or "staff agency" refers to the
departnments, separate divisions, and separate offices of the Headquarters.

The

term"activity" refers to offices, activities, or agencies outside of HQVC
Abbrevi ations for Headquarters staff agencies appear in the HQVC Supplenment to
t he DON correspondence Manual

0003. RESPONSIBILITY. The DirAR (AR) is responsible for conmpiling, editing,
and mai ntaining the currency of this Mnual

0004. POLICY. Policy, as used in this Manual, neans a guiding principle set
up

by the Commandant to govern actions, usually under repetitive circunstances.
Its primary purpose is to sanction these actions in advance. Policy is a
primary instrument of coordination and control. It yields a consistency of
action which nmakes current operation effective and allows the Marine Corps to
reach its goals.

0005. CHANGES

1. This Manual is in |looseleaf formto nake it easier to insert page changes.
Interfile changes in the basic nanual in consecutive order and conplete the
Record of Changes page.

2. Send proposed revisions to the DirAR (AR) as they occur. After review and
approval, they will be published.

3. Mnor changes should al so be sent as they occur, however, they nmay be held
until enough changes are received to warrant the publication of a change to

t he

Manual .

4. Oiginators of recomrended changes are responsible for reguired staffing,
i f
appropriate, before sending the change to the DirAR (AR)
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CHAPTER 1
GENERAL

1000. HEADQUARTERS MARI NE CORPS ADM NI STRATI VE MANUAL

1. This Manual contains instructions that are Headquarters-w de in scope.
Sorme material is based on decisions, directives, or policy statenents of the
Commandant of the Marine Corps (CMC) or Assistant Commandant of the Marine
Corps (ACMC), and is directive in nature. Any proposed deviations fromthis
type of material nust be staffed to the ACMC via the DirAR for decision before
i mpl enent ati on.

2. Staff agencies will ensure that the material for which they are
responsible is current and accurate. Duplication of material contained in
ot her publications will be avoi ded.

1001. COVPI LI NG AND MAI NTAI NI NG PROCEDURES NANUALS

1. Heads of staff agencies are encouraged to devel op and keep a procedures
manual whi ch provi des gui dance to staff agency personnel and serves as a
reference in the orientation and training of new enpl oyees.

2. The contents of a procedures manual will typically include:

a. Admnistrative instructions.

b. Oganization and function statenments in greater detail, if required,
t han appear in MCO P5400. 45, Headquarters Marine Corps O gani zati on Manual

c. Standing operating procedures, if desirable.
d. Operating policy statenents and gui dance of interest.
e. Any other material considered appropriate.

1002. DEPARTMENT OF THE NAVY BLOOD PROGRAM

1. OPNAVI NST 6530.2C, issued jointly by the CMC and the CNO, prescribes
policies for conducting the Departnent of the Navy Bl ood Program Navy and
Marine Corps vol unteer donors supply all the basic blood requirenments of the
Medi cal Department. Bl ood and bl ood conmponents are indi spensable in

i fesaving nedical practice. An adequate supply of needed groups and types of
whol e bl ood nmust be available to naval hospitals at all tines.

2. The Navy Blood Programin the greater Washington area is represented by
the Bl ood Bank of the National Naval Medical Center, Bethesda, Maryl and.
Blood is collected fromvol unteer donors; active duty, dependents, civi
service, and retired personnel. The Blood Bank also offers |inited donor
support to the local programs of the American Red Cross, Anmerican Association
of Bl ood Banks, and other nonprofit civilian blood banking institutions.

3. Blood collection dates are nornally schedul ed on the first Tuesday of each

month. The DirAR (ARAC) will post notice flyers and other renminders prior to
bl oodnobil e visits to the Headquarters.

1-3
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4. The CMC enjoins the whol e-hearted support and cooperation of al
Headquarters personnel. Staff agencies will allow mlitary and civilian
vol unteers to donate bl ood during working hours, for both routine and
energency bl ood requirenents.

1003. SOLICI TATI ON AND FUNDRAI SI NG CAMPAI GNS FOR HEALTH, WELFARE
AND EMERGENCY RELI EF ORGANI ZATI ONS

1. The soliciting of alms and contributions, conmercial soliciting and
vendi ng of all kinds, the display or distribution of commercial adverti sing,
and the collecting of private debts is prohibited in or on property controlled
and occupi ed by HQMC activities. DoD regul ati ons govern solicitation and
contributions in public areas of the ARLEX. DoD regul ations parallel those
outlined above and do not apply to national or |ocal drives for funds for

wel fare, health, and other purposes sponsored or approved by the CMC

2. HQMC annually contributes to the foll ow ng fundraising canpai gns:
a. Navy-Marine Corps Relief Fund Drive conducted during May and June.

b. HQMC Conbi ned Federal Canpaign (CFC) conducted from Oct ober through
Decemnber .

c. Energency and di saster appeal s conducted as necessary.

3. Each staff agency and activity listed in figure 1-1 is a separate
reporting unit for each drive and will appoint a single point of contact to
provi de overall coordination within their respective staff agencies/
activities. (This individual is referred to as "teamcaptain"” for the HQVC
CFC, as head "keyperson"” for the Navy-Marine Corps Relief Fund Drive and
ener gency/ di saster appeal s.)

4. The Conmmandant of the Marine Corps annually serves as both the Co-Chairman
for the Departnent of the Navy, National Capital Regi on Conbi ned Federa
Canpai gn (CFC) and as the Division Chairperson, HOMC CFC. In addition, the
foll owi ng canpaign officials provide guidance and supervision for the HQVC
CFC.

a. HQMC Division Vice Chairman - The DirAR assists the HQMC CFC Chai r man

b. HQMC Division Canpai gn Manager (assigned by the DirAR) - The CFC
Canpai gn Manager organi zes and manages the canpai gn; devel ops objectives,
themes and strategies; briefs team captai ns on nanagi ng the canpai gn and
conducts training sessions for keyworkers; identifies and resol ves canpai gn
difficulties; represents HQMC at external and internal functions; receives and
audi ts pl edges; prepares, presents and delivers canpai gn reports; delivers
canpai gn pledges to central receipt point; and, plans and prepares the
recogni ti on awards and cerenoni es.

c. Team captains (designhated for each reporting unit) - Team captains
assume the | eadership responsibility for a group of keyworkers, and attend
keyworker orientation with his or her group of keyworkers. Wth the
keywor kers, arranges for enployees to see contributors video. Collects
conpl eted pledge card carriers fromkeyworkers; prepares CFC Report envel ope
and confidential gifts report envel opes. Di stri butes canpai gn Eagl e Award
| apel pins to keyworkers for presentation to qualified enpl oyees and gives
recognition to keyworkers.
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d. Keyworkers (selected or appointed by team captains) - Keyworkers
assume the responsibility of contacting 10 cowrkers to collect pledge cards;
attends the kick-off and training session for keyworkers; works with team
captain to arrange viewi ng of contributors video; invites coworkers to video
session. Follow ng video session, contacts coworkers who attended session to
ask for pledge, ensuring 100 percent solicitation. Keyworkers also answer
guestions about the canpaign; collect pledge cards, contributions and prepares
appropriate fornms and delivers themto their teamcaptain. Receives and
passes confidential gifts to team captains and reports weekly progress to team
captains. Keyworkers also attend recognition cerenonies.

5. The follow ng goals are established:
a. For the Navy-Marine Corps Relief annual call for contributions, the
goal is to equal or surpass the previous year’s total nonetary contribution

with 100 percent participation sought.

b. A monetary goal will be assigned to this Headquarters for the CFC with
100 percent solicitation sought.

c. For the enmergency and di saster fundraising canpaigns there is no
nmonetary goal. Percentage of participation is the keynote, with 100 percent
parti ci pati on sought.

1004. COVMVANDANT OF THE MARI NE CORPS RECURRI NG STAFF MEETI NGS

1. The "CMC Update" takes place each Monday in the Commandant’s office. The
following principals attend: (No representatives)

ACMC DC/S |&L DC/ M&RA DC/' S PP&O DC/' S Avn DMCS

2. The CMC Special Staff update takes place each Monday in the Commandant’s
office. The following principals attend: (Representatives allowed)

DMCS  Dir Spl Proj D r AR CL Di r HS | GVC SJA  QOAA
PA REL

3. The CMC "Wiile You Wre Away" update will take place as needed. The
"While You Were Away" update attendees consist of the nmenbers of paragraph 1
and 2 above and DC/'S P&R, and the AC/ S C4l.

1005. DESI GNATI ON OF MARI NE CORPS REPRESENTATI ON AT POLI CY PRESENTATI ONS AND
| NFORVATI ON BRI EFI NGS FOR THE SECRETARY OF THE NAVY

1. Wen the DS P&R (R) receives a scheduling nenorandum of policy
presentations and informational briefings for the SecNav, he will assign staff
cogni zance telling each staff agency what is required.

2. For studies presentations, the DS P& (R) will coordinate with the
COVVARCORSYSCOM i n determ ni ng proper staff cogni zance

1006. REPRESENTATI VE OF THE COVMANDANT OF THE MARI NE CORPS AT CERTAI N CHANGE
O COMVAND CEEEMONI ES

1. It is the Cormandant’s policy, when he is unable to attend change of
command cerenonies at any nmajor Marine Corps comrand within the continenta
United States involving general officers, that a general officer be appointed
as his representative.
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2. Responsibility for action in HQUC is assigned as foll ows:
a. Deputy Chief of Staff for Manpower and Reserve Affairs. Advises the

DMCS and the DirSpl Proj of all inpending command changes invol vi ng genera
of ficers.

b. Director, Special Projects Directorate. Recomends to the DMCS a
representative. Prepares a nessage designating a general officer to represent
the CMC and prepares the CMC's remarks the representative is to read.

c. Deputy Chief of Staff for Aviation. Arranges Governnent air
transportati on as needed.

d. Director of Public Affairs. Ensures proper public information
coverage i s provided.

1007. BRI EFINGS FOR THE COMVANDANT OF THE MARI NE CORPS. Heads of staff
agencies who wish to bring selected natters to the CMC s attention nay set up
a briefing through the DMCS

1008. OPERATI ONAL AND ADM NI STRATI VE BRI EFI NGS

1. Operational and admnistrative briefings are defined as follows:

a. Operational. Briefings concerning specific Marine Corps operations or
canpai gns including current/planned conbat and conti ngency/ exerci se
activities.

b. Adnministrative. Briefings concerning Marine Corps plans, problem
areas, and applicable policies set up by the Comrandant.

2. The continuing need for nenbers of the Headquarters staff to brief
designated mlitary and civilian officials concerning Marine Corps operationa
and adm nistrative matters requires the establishnent of a single point of
overall coordination. 1In that regard, the following responsibilities are
assi gned:

a. The DCU'S PP& O is responsible for the coordination of all operationa
bri efing.

b. The coordinating agencies listed in MCO 5050. 16D are responsi ble for
adm ni strative briefings.

c. The DirAR is responsible for providing briefing facilities, graphic
support, and training aids.

d. The Dirlntel is responsible for providing the proper briefing facility
when secure space i s required

1009. PROMULGATI ON AND MAI NTENANCE OF RECORDS OF DECI SI ONS BY THE
COVIVANDANT AND ASSI STANT COMVANDANT

1. Each originating staff agency is the office of pernmanent record and wl |
keep files on decisions by the CMC and ACMC. Copi es of decisions on policy
matters will also be given to DC/'S PP&) as required by paragraph 1011

2. The originator or the primary staff agency is responsible for quickly
publ i shi ng deci sions rendered by the CMC and ACMC to all interested agencies.
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1010. PROVI DI NG | NFORVATI ON ON CURRENT | SSUES TO THE COMVANDI NG GENERAL
MARI NE CORPS COVBAT DEVELOPMENT COMVAND ((CG MCCDC)

1. It is inperative the CG MCCDC be kept informed on Marine Corps issues to
ensure instructions, studies, and devel opnent prograns are conpl eted per
current policies.

2. The DC'S PP&O wil | provide a policy notebook to the CC MCCDC and keep it
updat ed as needed.

3. Heads of other Headquarters staff agencies will provide the DCUS PP&) with
all policy issues pertinent to CG MCCDC. Nornally, the inclusion of DO S PP&O
as an information or "copy to" addressee on all relevant policy correspondence
will suffice.

1011. TRIPBOOKS FOR THE COMVANDANT OF THE MARI NE CORPS AND OTHER DESI GNATED
OFFI G ALS

1. Tripbooks will be prepared for the Comandant and ot her desi gnated
officials for visits to Marine Corps installations and | ocations where there
is no Marine Corps unit (e.g., a visit hosted by a foreign governnent, a
speaki ng engagenent, or a visit to another service). Information will be
presented in the formof a point paper, providing intelligence data,

bi ographi es of key personnel, and other docunents as appropriate. A
potentially contentious itemw |l not be included in a tripbook unless that
item has been coordinated through the staff of the command to be visited.

2. The DirSplProj conmpiles itens in tripbooks. Approximately 1 nonth prior
to avisit, the DirSplProj will ask for recommendati ons for topics fromthe
Headquarters staff and send then to the CMC. After the selection of topics
for which point papers are desired, the DirSplProj will notify cognizant staff
agencies. Subm ssions will be due to the DirSplProj 3 working days prior to
the date the tripbook is due to the CM

a. The information will be provided as a point paper prepared in the
format contained in the HQMC Suppl enent to the DON Correspondence
Manual .

(1) If nore docunentation beyond the basic point paper is required,
encl osures will be used.

(2) Point papers on potentially controversial issues will have the
nanme and phone nunber of the HQMC action officer and the nane, billet, and
phone numnber of the person in the field with whomthe issue was coordi nated.

b. The Dirintel will provide biographic data on key foreign officials, as
well as maps and other intelligence data. Direct liaison with the aides or
office of the traveling official is authorized to obtain itinerary informtion
and nanes of foreign officials being visited.

c. The DirSplProj will obtain biographic data on other service U S.
comanders or officials as needed.
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Headquarters Marine Corps

O fice of the Commandant/ Assi stant Comrandant/Di rector, Marine Corps Staff
O fice of the Counsel to the Conmmandant

O fice of the Legislative Assistant to the Comrandant

Manpower and Reserve Affairs Departnent

Pl ans, Policies and Operations Departnent

Install ations and Logi stics Depart nment

Avi ati on Depart nent

O fice of the Naval Inspector General for the Marine Corps

Programs and Resources Depart nent

Command, Control, Conuni cations, Conputer and Intelligence (C41) Depart nent
Staff Judge Advocate Division

O fice of Health Services

H story and Miuseuns Di vi sion

O fice of the Chapl ain, USMC

Public Affairs Division

Admi ni stration and Resource Managenent Division

Marine Corps Uniform Roard

G her Activities

Headquarters Battalion, HQVC
Mari ne Barracks, Washington, DC (except for Navy Relief)
Marine Corps Systenms Command (C arendon Square only)

Figure 1-1.--Staff Agencies and Activities Included in Fundraising Canpai gns
Participated in by Headquarters Marine Corps.

1-9



HQADM NVAN
CHAPTER 2

HEADQUARTERS ROUTI NE

PARAGRAPH  PAGE
HOLI DAY, . . 2000 2-3
STANDARD AND DAYLI GHT SAVINGS TIME. .. ... 2001 2-3
HOURS OF DUTY. . . e e e 2002 2-3
VEEKEND WATCH. . . .. 2003 2-3
HEADQUARTERS STAFF DUTY WATCH. . . .. ... e 2004 2-4
HENDERSON HALL (POST) DUTY ASSIGNVENTS. . ... ... e 2005 2-5
VEARING OF THE UNLFORM . . ... e 2006 2-5






HQADM NVAN
CHAPTER 2
HEADQUARTERS ROUTI NE

2000. HOLIDAYS. This Headquarters will observe the followi ng days as |ega
hol i days:

New Year’'s Day, January 1

Martin Luther King, Jr.’s Birthday, the third Monday in January
Washi ngton’s Birthday, the third Monday in February

Menori al Day, the last Monday in My

| ndependence Day, July 4

Labor Day, the first Mnday in Septenber

Col umbus Day, the second Monday in Cctober

Vet eran’s Day, Novenber 11

Tanksgi ving Day, the fourth Thursday in Novenber

Chri st mas Day, Decenber 25

If a holiday falls on a Sunday, the followi ng workday will be observed as the
Il egal holiday. |If the holiday falls on a Saturday, the preceding Friday wll
be observed as the | egal holiday.

2001. STANDARD AND DAYLI GHT SAVINGS TIME. Standard tinme is advanced 1 hour
beginning at 2 a.m the first Sunday in April and ending at 2 a.m the | ast
Sunday in Cctober (Title 5, US.C).

2002. HOURS OF DUTY

1. The regular tour of duty for civilian personnel assigned to HQMC is 0800
to 1630, daily, Mnday through Friday, with 1/2 hour allowed for lunch. Staff
agenci es nay approve alternative tours of duty for individuals within the
hours of 0600 to 1800 as the needs of the organization pernmt. Some staff
agenci es have inplenmented the flexitinme or conpressed work schedul es (CW\5) per
MCO 12620.1. |If an enployee elects to participate in the flexitinme/ CAs
program the election formis conpleted and forwarded to the DirAR ( ARCC

The hours of work of individual civilian enployees in excess of the
regul arly schedul ed work hours may be aut horized when circunstances dictate.
However, overtine nust be approved in advance by the DirAR per MCO 12600

3. Normal working hours for mlitary personnel are deternined by the heads of
the staff agencies.

2003. WEEKEND WATCH

1. Heads of staff agencies, |ess separate offices and boards, will set up
their own weekend and holiday duty watches, consisting of at |east one officer
know edgeable in the functions performed within the staff agency who can
readily be reached by tel ephone in the event of an energency.

2. Each Thursday norning all staff agencies, |ess separate offices and
boards, will send the DirAR (ARAC) a current roster of officers assigned to
weekend and holiday watches. Headquarters staff agencies nmay send a nonthly
roster provided changes are reported in witing to the DirAR (ARAC) hy
Thursday norni ng preceding the affected weekend. The roster will include
nanme, grade, organization, security access, and hone tel ephone nunber.
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It will also include the officer(s) assigned duty during |legal holidays. The
DirAR (ARAC) will conmbine information into a Headquarters listing, and nake
distribution by 1200 each Friday (Thursday when Friday is a holiday).

2004. HEADQUARTERS STAFF DUTY WATCH

1. The DirAR (ARA) will assign Majors and Majors select as the Headquarters
Staff Duty Oficer (SDO); staff sergeants and gunnery sergeants as the
Headquarters Staff Duty NonConmm ssioned Oficer (SDNCO); corporals and
sergeants as assistant SDNCO, and privates through | ance corporals as security
wat ch.

2. The office of the Headquarters staff duty watch is in room 1010. Orders
for the Headquarters staff duty watch and ot her supplenental infornmation are
contained in MCO 1601. 1.

3. Marines assigned to the follow ng staff agencies and billets are exenpt
from assi gnment to the Headquarters staff duty watch.

a. Ofice of the Commandant
b. Ofice of the Assistant Conmandant
c. Ofice of the Director, Marine Corps Staff
d. Inspection Division (lnspection Team Menbers Only)
* e. Command Center Section, PP&O
f. Admnistrative Assistants to DC/S s M&RA, &L, Avn, and PP&O
* g. Casualty Section, PersAffairsBr, HunmanResourcesDi v, M&RA Dept
* h. Arlington Annex Conmuni cations Center
i. Personnel assigned to billets external to HQVC
j. Personnel assigned as History and Museuns Division Duty
k. Personnel assigned to the SPINTCOM Intelligence D vision
| . Personnel assigned to CMC Commruni cations Team C4 Systens Division

m Personal Affairs Branch, Human Resources Division, Mnpower and
Reserve Affairs Departnent

n. Personnel assigned to Deserter Information Point, Human Resources
Di vi si on, Manpower and Reserve Affairs Departnent

0. Personnel assigned to PMO HgBn
p. Personnel assigned to the Terrorist Threat Unit Intelligence Division
* Watch standers only.
4. Personnel other than those exenpt in subparagraph 2004.3, will not be

per manent |y excused from HOMC and Post duty assignnments unl ess specifically
approved in witing by the DMCS.
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5. The DirAR (ARAC) will publish prelimnary duty assignnents by the 12th of
the nonth prior to the nonth of duty. Staff agencies will subnmit a listing of
personnel who will not be available for duty to the Dir AR (ARAC) by the 5th of
the nonth prior to the effective nonth of duty. Include in the listing the
dates of and reason for nonavailability. Wen changes are requested to the
prelimnary watch list, it will be the responsibility of the individual
concerned, or staff agency, to provide the nane of a replacenment. The only
exception will be those instances where a bonafi de enmergency exists.

2005. HENDERSON HALL (POST) DUTY ASSI GNMENTS. Conpany grade officers will be
assigned to duty on a rotating basis as Post Oficer of the Day (O0D); staff
sergeants and gnnnery sergeants as either the HQWC or Post SDNCO and privates
t hrough sergeants as BEQ duty personnel and HQVC staff duty watch nenbers.
Specific details about post duty assignments are contained in Post O der
1601.1 and transmitted electronically on the |local area network (LAN) by
E-mai | announci ng both the HQVMC staff duty watch and post duty assignnents.
personnel assigned to billets described in 2004.3, are exenpt from post duty
assi gnment s.

2006. WEARI NG OF THE UNI FORM

1. Uniformregulations for Marine Corps personnel assigned to HQVC are as
prescribed in MCO P1020. 34, post/battalion orders in the 1020 series, and as
anplified bel ow

2. The appropriate seasonal uniformwll be worn by all nmilitary personnel
while on duty at HQMC or on special assignnent in the Washi ngton, DC, area.

Sl acks are authorized for wear as part of the working uniformat the option of
wonen Marines, but will not be worn at the Wiite House, Capitol, or the State
Departnment.

3. Heads of staff agencies nay authorize their mlitary personnel to wear the
utility uniformon specific occasions when working under conditions that could
cause soiling of the service uniform Send requests for personnel to wear the
utility uniformon a continual basis to the Conmandi ng Officer, Headquarters
Battalion, for approval. The restriction on wearing the utility uniform
applies to personnel assigned duty within HQMC whet her performance of duty is
in the ARLEX or external facilities.

4. Seasonal uniforms will be worn starting on the follow ng days:

a. Wnter Uniform

(1) Dress Uniform 1 Cct ober
(2) Uniform of the Day First Monday in Novenber
b. Summer Uniform First Monday in April

5. When circunstances dictate the wearing of nore fornmal attire, personnel
wi Il exercise care in selecting the proper uniformfor the occasion.

6. \When Marines assignhed to the ARLEX, C arendon Square Buil ding, and
Washi ngton Navy Yard, wear civilian clothing during or after working hours,
their attire will be of the sanme conparabl e degree of fornmality as the uniform
prescribed for duty. |Inappropriate attire includes shorts, shower shoes, tee
shirts, and athletic attire, and will not be worn. Marines assigned to the
ARLEX nmay wear athletic attire within ARLEX provi ded they are using the ARLEX
| ocker room shower facility in conjunction with participation in physical
fitness activities.
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SECURI TY

3000. HEADQUARTERS MARI NE CORPS SECURI TY WATCH

The office of the Headquarters Marine Corps Security Watch is located in
room 1010, ext. 41235. The tour of duty will be from 1545 to 0800 on wor kdays
and 0800 to 0800 weekends and holidays. Detailed instructions concerning the
wat ch are contained in MCO 1601.1 which, along with suppl enental watch
information, is contained in a briefing binder kept by the DirAR (ARAC), room
1010.

2. The DirAR or designated representative is responsible for posting and
relieving the watch Monday through Friday excluding holidays. On Saturday,
Sunday, and holidays, relief will be effected by the Headquarters SDO

3. Enlisted, gunnery sergeants and bel ow, assigned duty at HQWC are avail abl e
for watch duty. No exceptions will be nade unless authorized by the DirAR
Leave papers received after publication of the watch list is not a reason for
changes in duty assignnents except in cases of emergency. It is the

responsi bility of the individual concerned to ensure that a copy of the |eave
papers is sent to the DirAR (ARAC).

3001. DEPARTMENT OF DEFENSE BUI LDI NG PASSES

DoD Bui |l di ng Passes are required for all personnel to gain access to the
Federal Building #2 (ARLEX) conpound. These passes are adnministratively
controlled by the D rAR ( ARAB)

| nfornmation

a. The DirAR (ARAB) is the single adm nistrative control point for the
i ssuance of DOD Buil di ng Passes (DD Form 1466) to HQWMC staff agenci es.

b. To obtain DOD Buil ding Passes for their staff personnel, staff
agencies wll:

(1) Requisition DD Form 2249, DoD Buil ding Pass Request, via norm
suppl y channel s.

(2) Conplete DD Form 2249 as shown in Figure 3-1 and submit to the
Dir AR (ARAB) for processing.

c. processed DD Forns 2249 will be returned to staff agencies for
i ssuance of a "permanent” building pass by the DOD Buil ding Admi ni strator on
Mondays and Wednesdays from 0900 to 1200 in room G5OLA. The DirAR (ARAB) wil
i ssue temporary passes to eligible personnel during normal working hours in
room 1006.

d. To obtain adm ttance authorization for contractor personnel or others
requiring official access to FB#2, staff agencies will submt a menorandum
request to the DirAR (ARAB) detailing visitor(s) name, social security nunber,
enpl oyer/contractor, purpose of visit, and sponsoring staff agency’ s point of
contact and phone nubber. Sonme DCOD contractor personnel nmay be eligible for a
DoD Bui |l ding Pass. Staff agencies desiring to sponsor contractor buil ding
passes should follow the instructions in paragraph 2c.
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3. Headquarters staff agencies will collect building passes upon term nation
of enpl oynent or reassignhment, unless persons concerned are being reassigned
within the National Capital Region. Return collected or expired passes to the
DoD Bui |l di ng Admi nistrator for disposition.

3002. THEFTS OF PERSONAL | TEMS

1. Report thefts occurring in ARLEX to the FPS, room 1036, extension 42121

2. Report thefts occurring in the Carendon Square Building to the FPS
Emergency Center, tel ephone nunber (202) 472-1111

3. Report thefts occurring aboard Henderson Hall to the MIlitary Police,
ext ensi on 42200.

Report thefts occurring in other HQMC areas to the National Capital Region
Comuni cations Center, tel ephone nunber (202) 472-1111

3003. VISITORS, SOLICITORS, AND PEDDLERS

1. It is contrary to the policy of the Marine Corps to receive visitors on
personal business in this Headquarters. Access to buildings occupied by DON
activities are restricted to personnel on duty therein and to persons on
official business. Solicitors and peddlers are not allowed to operate in any
bui | di ng occupi ed by DON activities.

2. Shoul d personnel of this Headquarters be visited by sales representatives,
they will advise them of the regulations and arrange to conduct their business
at anot her pl ace.

3004. SECURITY OF CLASSI FI ED MATTER AND OFFI Cl AL | NFORVATI ON..  Headquarters
Marine Corps security regulations are contained in MCO P5510.18, HQWC
Information Security Manual. That nanual, in conjunction with OPNAVI NST
5510. 1, Departnment of the Navy Information Security Program Regul ation, sets
up procedures for the safeguarding of classified matter at HQWC.

3005. PROPERTY PASSES. A property pass (GSA optional form?7) is needed to
remove Governnent/ personal property from ARLEX or the CSB. The Dir AR ( ARD)
controls property passes for ARLEX and the DC/S 1&L (L-1) for the CSB

I ndi vi dual s needi ng property passes are required to obtain a menorandum from
the responsible officer (RO of the iten(s) being renoved and submt it to the
DirAR (ARD), room 1203, ARLEX, or the DC/S I&L (L-1), room 735, CSB, for

i ssuance of the property pass. This nenorandum shoul d provide the foll ow ng

i nformati on:

a. Responsible Oficer and Account nunber;
b. 1tem nonencl at ure;

c. Iltemserial nunber;

d. Purpose for renoving the items);

e. Destination;
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f. Estimated date of return, and,
g. Name of individual authorized, by the RO, to renbve the property.

3006. ACCESS TO THE MARI NE CORPS COVMAND CENTER ((MCCC)

1. The MCCC, Current Operations and Readi ness Branch, is a limted access
area. Access will only be granted to personnel as follows after proper
identification is nade:

a. Those assigned duty in the Command Center.

b. Those who are on an access list sent by the staff agency to the DU S
PP&O (PCC) .

c. Those not on an access list provided they have good reason. These
i ndi viduals will be escorted by MCCC personnel while conducting business.

2. Heads of staff agencies will send an al phabetical listing, by menmorandum
to the DO S PP&O (POC) via the DirAR (ARA) listing individuals who nmust have
access to the Command Center. The listing will include name, rank, grade,

soci al security nunber, and cl earance.

a. Staff agencies will informthe DO S PP& (POC) and the Dir AR (ARA) of
changes to their access requirenents as they occur.

b. A listing of personnel requiring access to the Wrld-wide Mlitary
Command and Control System (WAMCCS) is subnmitted by separate nenorandumto the
DC/' S PP&O (POC) .

3007. DESTRUCTI ON OF CLASSI FI ED MATERIAL. Refer to MCO P5510. 18,
Headquarters Information Security Manual, for regulations on the destruction
of classified material w thin HQWC.

3008. SPECI AL I NTELLI GENCE (SI)/SPECIAL ACTIVITIES OFFI CE (SAO) ACCESSES.
The Dirlntel is responsible for the adm nistration of SI and SAO prograns.
Address any questions on SI progranms, material, or accesses to the Special
Security Oficer (SSO, Intelligence Division (INTS). Address any questions
on SAO prograns, material, or accesses to the SAO | NTP.
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:

DOD BUILDING PASS REQUEST

| 2, FROM: (Originatin, 3. TELEPHONE NUMBER

Office,
COMMANDART OF FHE MARINE _
AR (Work Section
Building Pass Branch CORPS (ARAB) Phone Number)

Physical Security Division HEADQUARTERS MARINE CORPS 4. DATE (YYMMDD)
WHS/OSD WASHINGTON, DC 20380-0001
(Date of Request)

5. NAWME (Last, First, M1} 6. EMPLOYEES AGENCY ADDRESS

COMMANDANT OF THE MARINE CORPS
(STAFF AGENCY CODE)

SMITH, James J., Maj, USMC HEADQUARTERS, U.S. MARINE CORPS, 2 NAVY ANNEX
WASHINGTON, DC 20380-1775
. TYPE OF PASS' 3 penTaGON O aLL DoD D OTHER _
(Specify)
O PERMANENT O TEMPORARY

< d .nop' ire justificati hi il be typed h id this form
1B b aroteled SALE ARG resire ey lisation SN PE AR SF L0 ST Ep 8L nefer ™
2/ Temporary passes issued for period not to exceed 120 days (whichever is earlier)

3. EXPIRATION DATE (YYMMDD): (TO be completed by ARAD)
3. ELIGIBILITY DATA (Check Appropriate Block)

CATEGORY OF PERSONNEL
O FepERAL O uNIVERSITY INSTRUCTOR
7T CONTRACTOR 5 oTHER (Specify)

O3 concession

10. INVESTIGATIVE DATA (Check Appropriate Block, enter date (YYMMDD), ond securily clearance, if opplicabdle.)

. SECURITY CLEARANCE STATUS b. DATE (YYMMDD) c. SECURITY CLEARANCE
T CLEARANCE GRANTED (leave blank) (leave blank)

O ~naciniTIATED

0O ~naccompLETED (To be completed by ARAB/AR(

~r

L BILINITIATED

O si comrLeETED

11. REASON FOR ISSUANCE (Check appropriate block)
O wNiTiaL 1SSUE

[0 RENEWAL (Expired pass must be turned in)
O PREVIOUS PASS LOST, STOLEN, OR DESTROYED (Circle one) (Provide statement on reverse.)

] NAME CHANGE (O!d pass must be tumned in)

1T AUTHENTICATION

AE OF AUTHORIZED REQUESTING OFFICIAL (Last, First, MI) b. SIGNATURE
(leave blank) (leave blank)
DFORM 224{_‘, REPLACES SD FORM 494 Wi CH IS OBSOLETE

MAR 81 “

Figure 3-1.~-Sample of DoD Building Pass Request Form.
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CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTI ON 1: GENERAL

4100. HEADQUARTERS MARI NE CORPS T/ O COORDI NATOR. The DirAR (AR-2) is the
HOMC T/ O coordi nator. As such, the DirAR (AR-2) reviews the m ssions,
functions, organization of, and recommendati ons concerni ng HQMC activities.
The DirAR (AR-2) also reviews required personnel strengths by grade, skill,
billet title, and nunber. Further, the DirAR (AR-2) is responsible for
devel opi ng, maintaining, and recomendi ng nodi fications to HOMC T/ O s, manni ng
| evel s, and ot her manni ng docunents for HQMC as the Commandant nay direct. As
T/ O coordi nator, the DirAR (AR-2) sends recommendations to DOS M&RA (MPC) for
final review and publication in the Table of Manpower Requirenents system
(T/IMR).

4101. REQUEST FOR ADDI TI ONAL BI LLET(S)

1. Manpower resources for HQMC are allocated within the approved manpower
ceilings contained in the Future-Year Defense Program (FYDP). Requests for
manpower increases can be supported only at the expense of another activity or
by lowering FMF manning levels. The DirAR (AR-2) normally hol ds no
unal | ocat ed reserve.

2. Marine Corps manpower resources are rigidly controlled by personne
ceilings, grade ratios, and budget limtations. Mlitary and civilian
manpower is consistently lower than total valid requirenents, and this gap
wi dens with each introduction of new, nore sophisticated equi pnent and
syst ens.

3. Manpower requirenents nust be bal anced agai nst avail abl e manpower
resources and funding limtations4 The bal anci ng procedure nmust take place at
all echelons within staff agencies and nust be an all-out effort to absorb new
requi renents within assigned manpower allowances. Even though manage-to-
payrol | guidelines have been established for Marine Corps civilian positions,

HOMC is controlled by ceilings mandated by congressional limtations. New
positions, therefore, can only be established by conpensation from al ready
establ i shed positions. Each staff agency should review new requirements to

see if there are areas within its staff agency that could take conpensatory
reductions to generate sufficient manpower to neet the new requirenents.

4, Staff agencies may trade billets in sonme cases; e.g., if a staff agency
has an unmanned mlitary billet but needs a civilian billet, they may trade
its unmanned military billet to another staff agency that needs a mlitary
billet in exchange for an unmanned civilian billet. The DirAR (AR-2) wil
provi de assistance in this area upon request.

Requests for additional billets will be submtted to the DirAR (AR-2) in
the format contained in figure 4-1. Upon receipt, the DIrAR (AR-2) will:

a. Reviewthe request for validity, and identify any possible
conmpensatory reduction fromw thin the requesting staff agency or fromthe
overall personnel assets of HQWC.

b. Forward the request to the DS M&RA (MPC) for review and validation
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6. |If manpower spaces are available, the DIrAR (AR-2) will be notified by the
DC'S MBRA (MPC) and the billet witten. If no spaces are avail able, the
requesting staff agency will be advised to subnit their request during the
next Progranmmed Cbjective Menorandum (POM cycle. A copy of the reply wl

be

sent to the DirAR (AR-2) to nake sure the requirenent is addressed in the POM

4102. M LITARY/ Cl VI LI AN STAFFI NG

1. It is the policy of the CMC to keep the nunber of mlitary billets in this
Headquarters to a mninmum consistent with operational demands and training
needs. Qualified civilian personnel shall, therefore, be enployed for
staffing as nmany Headquarters billets as possible within available funds and
aut hori zed manpower al |l owances.

2. The use of civilian personnel stabilizes the Headquarters work force. Key
civilian personnel should be assigned in offices where continuity in
operations is inportant.

3. To effectively inplenent this policy, officials responsible for planning
staffing requirenents nust antici pate personnel shortages sufficiently in
advance to recruit, indoctrinate, and train qualified applicants. Staffing
pl anners shoul d al so nake use of the managenent training prograns at HQWVC

4103. MLITARY AND CI VI LI AN CHECK-1 N CHECK- QUT PROCEDURES. All mlitary and
civilian personnel assigned to HQMC will check in and out as foll ows:

Check-1n

a. Oficers will begin their check-in process in room 1006, Mlitary
per sonnel Section.

b. Enlisted personnel will check in as directed by the Comandi ng
O ficer, Headquarters Battalion

c. GCivilian enployees will start their check-in process in room 1215,
Cl assification and Enpl oynment Secti on.

Check-Qut. Upon transfer, discharge, retirenment, or termnation of
enpl oynent, all personnel will check out in the follow ng manner

a. Oficers will obtain a check-out sheet fromthe DirAR (ARAC), room
1006.

b. Enlisted personnel will check out as directed by the Comrandi ng
O ficer, Headquarters Battalion

c. GCivilian enployees will obtain a check-out sheet fromthe
Cl assification and Enpl oynment Section, room 1215.

4104. DOD TELEPHONE DI RECTORY. Changes to the DoD Tel ephone Directory are
the responsibility of the staff agency. As changes occur, the appropriate
form DD Form 218 or DD Form 218-1, will be subnitted to the D r AR (ARAC)
following the instructions contained on the forn(s). The DD Form 218 is
prepared for changes in the al phabetical section (white pages) of the DoD
Tel ephone Directory. Changes to the classified section (yellow pages) are
submtted on the DD Form 218-1. Forns nmay be obtained fromthe D rAR (ARD).
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4105. HEADQUARTERS, U.S. MARI NE CORPS PERSONNEL LOCATOR. The HQMC Personne
Locator is updated every other nonth to enhance internal conmunications. The
HQOMC Personnel Locator is for in-house use only and is transmtted

el ectronically on the local area network (LAN) to staff agencies.

4106. HEADQUARTERS MARI NE CORPS EMERCGENCY RECALL LI STING  The HQVC Energency
Recal | Listing is updated every other nonth as a worki ng docunent for use only
Wit hin HQMC wor ki ng spaces. It serves as a recall listing of key personnel to
be contacted in the event of an emergency. It is transmitted electronically
on the LAN to staff agencies. Release of the information contained therein to
non- DOD enpl oyees is prohibited.






HQADM NVAN

SsSIC
Code
(Dat e)
MVEMORANDUM
From Appropriate Headquarters Staff Agency (_ )
To: Deputy Chief of Staff for Manpower and Reserve Affairs
Vi a: Director of Adm nistration and Resource Managenent (AR-2)
Subj: REQUEST FOR ADDI TI ONAL BI LLET(S)
1. W request the addition of a __ (title)___, _ (grade/rank) ,
(MOS/series) ~ who will _ (identify duties) .
2. A conpensatory reduction is ___ (shown on T/Q Line Nunber)/
(cannot be identified) .
3. The incunbent will require __  (list furniture/equipnment/

space, if appropriate) .

Figure 4-1.--Request for Additional Billet(s).

4-9






HQADM NVAN
CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTION 2: M LI TARY PERSONNEL
4200. DEFI NI TI ONS
1. Headquarters Staff Agency. Refers to the departnments, separate

di vi si ons,
and separate of fices of HQWC.

2. Activity. Refers to offices, activities, or agencies outside of HQVC
(i.e., DOD, DON, DA JCS, etc.).

3. Special Assignnents. Assignnment of Marines to duty with DoD, the Navy
Department, or other agencies in the Washi ngton area.

4. Mlitary Personnel Assignnment Report. A nmenorandumreport fromthe
DC/'S MBRA (MMEA) to a staff agency effecting the assignment of an enlisted
Marine, usually in response to a staffing request or as directed by the
DC/'S MBRA (MMOA) for an officer.

5. Reassignnment Report. A nenorandumreport by a staff agency to the
DC/'S MBRA (MMEA) showi ng the reassignnment of a Marine within the staff agency.

6. Staffing Request. A nenorandumto the DC/S M&RA (MVEA) by a staff agency
asking for mlitary personnel staffing action.

7. Overstaff Request. A menorandumto the DC/S M&RA (MPC) via the

DC/'S MBRA (MMEA) asking for tenporary personnel staffing (not |onger than
6 nmonths) in excess of authorized T/O  See paragraph 4204.3 for additional
gui del i nes.

4201. PERSONNEL ACTI ON REQUESTS. Mlitary personnel should subnit personnel
action correspondence (transfer, discharge, duty preferences, etc.) on a
NAVMC 10274, AA Form to the CMC (MM via the follow ng chain of command:

1. Head of branch or separate office.
2. Head of departnent or division.
3. Commanding O ficer, Conpany A or B, Headquarters Battalion.

4. Comanding O ficer, Headquarters Battalion.

4202. CONTACT RELIEF. The normal period of contact relief is 10 days. Staff
agenci es needing a | onger turnover period nust send justification to the
DC/S MBRA (MMOA). Oficers directed into HOMC are ordered to report to a
staff agency and are not assigned to specific line nunbers. The exception to
this policy is the assignnment of officers to HQMC for the Special Education
Program ( SEP) / Advance Degree Program payback tours and FTS officers. These
officers will be assigned to specific SEP billets followi ng the instructions
of the DS MGRA (MMDA). The nanes and estinmated dates of arrival for

i ncomng officers are given to HQMC staff agencies by the DO S M&RA ( MMDA).
In the assignment process, the DC/S M&RA (MMOA) tries to coordinate the
reporting and detachnment dates in order to allow contact reliefs when
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possi bl e. Continuous and close |iai son between the admi nistrative officers of
HOMC staff agencies and the DC/S M&RA (MMOA) is encouraged in coordinating
these reliefs.

4203. REASSI GNMENTS AND SPLI T TOURS

1. Intradepartnental Reassiannent. Heads of staff agencies may effect

i ntradepartnental reassignnments of mlitary personnel based on departnental
requi renents. Report all reassignnents to the DCUS M&RA (MVOA) i nmedi ately
using the format in figure 4-2.

2. Interdepartnental Reassignment. Heads of the staff agencies nust send

i nterdepartnental reassignnments of officers (lieutenant colonels and below) to
DC/'S MBRA (MMOA/ MRRA) for approval. The DO S M&RA rnust send interdepart ment al
reassi gnments of colonels to the CMC for approval. Send requests for

i nterdepartnental reassignnments of enlisted personnel to the DC/S M&RA ( MVEA)

for approval.

3. Split Tours

a. OCMC desires that split tours of duty be nade available to Marines so
they can take full advantage of training opportunities at this Headquarters.
As such, each staff agency will continually review personnel assignnents to
ensure that, when feasible, all nmilitary personnel are allowed either an inter
or intradepartnental split tour.

b. Mlitary personnel serving in billets requiring highly specialized
skills or a maxi num degree of continuity will not nornmally be considered for a
split tour.

c. Submt requests for interdepartnmental split tours no |ater than
16 nonths after the current tour has begun.

d. Requests for split tours will be submtted on an AA Form using the
sanple format shown in figure 4-3.

4204. OFFI CER ASSI GNMVENTS

1. The DO'S M&RA (MMDA) is responsible for staffing officer billets based on
al  owances and tour criteria.

2. The DirAR (ARAC) will carry out the assignnment of officer personnel as
directed by the DC/'S M&RA ( MVA) .

3. Send requests for tenporary assignnent of officers in excess of authorized
T/ O, except for contact reliefs, to the ACMC for approval via the DO/ S M&RA
(MPC). The ACMC nust approve these requests before additional officers wll
be ordered in.

4. The normal tour of duty at this Headquarters is 3 years. Oficers wll
not be kept beyond a normal tour of duty wi thout prior approval of the

DC/S MBRA (MM in the case of |ieutenant colonels and below, and by the CMC in
t he case of col onels.

a. An extension request for humanitarian reasons will be originated by

the officer and be properly supported per the provisions of MCO P1000. 6,
Assignnent, C assification and Travel Systens (ACTS) Manual .
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b. Extension requests for personal reasons will be adequately supported
with substantiating information or docunents.

c. Requests for extension are subnitted by AA Formto the CMC ( MMOA/ MVRA)
via the chain of command. DC/'S M&RA (MMOA/ MVRA) wi |l consider requests on a
case- by-case basis.

d. A request not originated by the individual nust contain reasons the
extension is desirable, in the best interest of the Marine Corps, and shoul d
i ndicate the officer’s desires.

5. Normally, an officer being transferred will not be detached until a relief
reports for duty. |If this is not feasible however, a billet may be |eft
vacant for up to 30 days. Heads of staff agencies will advise the

DC/'S MBRA (MM of their billets requiring contact relief. Wien it is

absol utely necessary to effect a contact relief, a transfer may be del ayed for
a maxi mum of 10 days after a replacenent has arrived.

4205. OFFI CERS REPORTI NG FOR PERVANENT DUTY, TEMPORARY DUTY (TDY),
TEMPORARY ADDI T1 ONAL DUTY (TAD), OR TEMPORARY ACTI VE DUTY

Al officers will be directed to report to the DirAR (ARAC), room 1006.
Those schedul ed for permanent duty in the WAshington, DC, area will be
assigned according to instructions received fromthe DC/'S M&RA (MMDA) .

2. The DS M&RA (MM will send the DirAR (ARAC) one copy of all orders
transferring officers into the Washi ngton, DC, area.

3. The DirAR (ARAC) will provide the Commanding O ficer, Headquarters
Battalion with enough personnel accounting infornmation on officers joined or
tenporarily attached to this Headquarters to acconplish their check-in
procedures at HQWVC.

Al'l colonels and bel ow ordered to duty in the Washington, DC, area will be
asked to visit the appropriate conpany office as part of the check-in
procedure.

5. Route all correspondence affecting officer assignnents at HQWC, except FTS
or SWAG contracts and retirenent papers, via the DirAR (ARAC). Send FTS or
SWAG contracts and retirenment papers directly to the Conmandi ng O ficer,
Headquarters Battalion with a copy to the DirAR (ARAC) .

4206. OFFI CERS BEI NG DETACHED FROM THE ROLLS OF HOMC

1. Detachment orders on officers assigned to the following T/Os will be
prepared by the DO S M&RA ( MVODA/ MVRA) and addressed via the DirAR (ARAC):

5100 Separate O fices, HQMC

5101 Manpower and Reserve Affairs Departnent

5160 personnel Managenent Divi sion

5162 Morale, Wl fare and Recreation Support Activity

5165 Human Resources Divi sion

5167 personnel procurenent Division

5102 Command, Control, Commrunications and Conput er
Intelligence (C41) Depart nent

5103 Installations and Logistics Departnent

5104 Requirenents and Prograns Division

5105 Plans, Policies and Operations Depart nment
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5106 Judge Advocate D vision
5107 Avi ation Depart nment
5110 O fice of the Legislative Assistant to the Comrandant
5111 Fiscal Division
5114 Adm nistration and Resource Managenent Divi sion
5163 Marine Corps Central Design and Progranmm ng Activity
(MCCDPA), Quantico, HQVC Det achnent
5164 History and Museuns Division
*5050 M scel |l aneous Assi gnnents, Marine Corps
*Route via the DirAR (ARAC) only those orders on officers in
this T/ O assigned duty in the Washi ngton, DC, area.

If detachnment date is not specified, the staff agency to which the officer is
assigned will give the DirAR (ARAC) a detachnment date. DirAR (ARAC) will
include this date in the detaching endorsenent.

2. Detachnment orders on officers assigned to the following T/Os will be
prepared by DO/ S M&RA (MMDA) and addressed via the DirAR (ARAC) and the staff
agency to which the officer is assigned:

5001 MC Assi gnnents, Departnent of Defense
5002 MC Assignnents, Joint Chiefs of Staff
5003 Speci al Assignnments, Navy Departnent, Departnental

5004 MC Personnel with Defense Comruni cati ons Agency

5005 MC Personnel with Defense Logistics Agency

5007 MC Personnel wi th Non-DoD Agenci es

5010 MC Personnel with Allied and UN Conmands

5011 MC Personnel with Joint, Unified, Specified Conmand

5012 MC Personnel with Rapid Deploynent, Joint Task Force
5051 MC Personnel with Departnment of the Navy, Nondepart nment al
5052 MC Personnel with USA and USAF, Nondepart nment al

5060 MC Personnel with Joint School s

NOTE: Route via the DirAR (ARAC) only those orders on
officers in the above T/O s assigned duty in the
Washi ngton, DC, area. |If detachnent date is not
specified, orders will be witten "when directed"
by the agency to which the officer is assigned.

3. The DC'S M&RA (MVOA) wi Il address detachnment orders on all other officers
assigned to duty or duty under instruction in the Washington area, with the
exception of those officers assigned to Headquarters Battalion (T/0O 5150),
Mari ne Support Battalion (T/0O 5200), and Marine Barracks, Washi ngton, DC (5140
series T/Os) viathe DIrAR (ARAC). If a detachnent date is not specified,
orders will be witten "when directed by the DirAR "

4. In those cases where orders are not addressed via the Conmmandi ng Officer,
Headquarters Battalion, the DirAR (ARAC) will give the proper personnel
accounting information to the Battalion.

4207. ENLI STED ASSI GNMENTS -- GENERAL

1. It is the policy of the CMC that enlisted personnel at HQWVC be restricted
to the followi ng type billets:

a. Billets assigned to undergo training at this Headquarters.
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b. Billets requiring mlitary skill or know edge not easily acquired by
civilian enpl oyees.

c. Billets requiring the assignnent of personnel subject to the Uniform
Code of MIlitary Justice.

d. Billets required for rotation of mlitary personnel from overseas.

2. The normal tour of duty for enlisted personnel is prescribed in

MCO 1300. 8, Marine Corps personnel Assignnment Policy. Personnel will not be
retai ned beyond a normal tour of duty wi thout prior approval of the DO S M&RA
(MVEA/ MVRA). Requests for extension of tour of duty will be submtted per

par agraph 4209 of this Manual

3. Requests for temporary assignment of personnel in excess of authorized T/O
al l owances will be submtted to the DOS M&RA (MPC) via DO S M&RA ( MVEA! MVRA)
in the format shown in figure 4-4.

4208. ENLI STED ASSI GNI ENT POLI CI ES AND PROCEDURES

1. Staffing Requests

a. Staffing requests will be submitted to the DC/S M&RA (MVEA), using the
format shown in figure 4-5, 6 nonths prior to the billet becom ng vacant.

b. Only the offices of the CMC, ACMC, DMCS, and external agencies with
specified "high visibility" billets may interview personnel prior to
assi gnment .

2. Staffing Precedence. This Headgarters is designated a "priority comrand"
for staffing precedence per MCO 5320.12, Staffing precedences for Oficer and
Enlisted Billets. Headquarters Marine Corps is staffed at 100 percent of

aut horized strength in gross nunbers and receives a fair share of the

i nventory of short MOS's. Because Headquarters Marine Corps is staffed in
gross nunbers, enlisted billets nay be staffed with a grade equal to, one
above, or one below the authorized T/ O grade.

4209. TOUR EXTENSI ONS

1. Al requests for an extension of tour of duty are submtted on an AA Form
to the DS M&RA (MVEA) via the chain of conmand |isted bel ow

a. Branch/section head.

b. Department/division head.

c. CO (appropriate conpany), HgBn, HQMC, HH, Arlington, VA
d. CO HgBn, HQWC, HH, Arlington, VA

Requests nust be received prior to the individual receiving PCS orders and
must include the follow ng informtion

a. Expiration of active serrice (EAS).

b. Date current tour began (DCTB)
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c. Overseas control date (DAUS).
d. Justification.

3. An extension request for humanitarian reasons will be originated by the
Marine per the instructions contained in MCO P1000. 6, ACTS Manual .

4. Extension requests for personal reasons will be adequately supported by
substantiating information or docunents.

5. A request originated by other than the individual will contain reasons an
extension of duty is desirable, is in the best interest of the Marine Corps,
and the Marine s desires.

4210. ADM NI STRATI ON OF ENLI STED PERSONNEL

1. General. The Commanding O ficer, Headquarters Battalion is responsible
for the overall administration of enlisted Marines assigned to Conmpany A,
HOMC. Headquarters Battalion is responsible for the maintenance of personne
records. Direct |iaison between HQVMC staff agencies and the Comrandi ng

O ficer, Conpany A, HgBn is encouraged.

2. Mlitary Jurisdiction. The Commanding Officer, Headquarters Battalion

and the Commandi ng O ficer, Conpany A, Headquarters Battalion exercise
mlitary jurisdiction over enlisted personnel assigned duty at HQMC. They are
guided in these duties by the provisions of the Uniform Code of Mlitary
Justice. Conplaints against enlisted personnel will be reported to the
Comandi ng O ficer, Conpany A only if the conplaint cannot be resolved within
the staff agency. Civilian personnel of HQMC do not have mlitary
jurisdiction over any nmenber of the Arned Forces. Civilian personnel desiring
to make an official conplaint may do so, orally or in witing, to their
mlitary supervisor

4211. ANNUAL LEAVE FOR M LI TARY PERSONNEL. Heads of staff agencies should
encourage the personnel of their activities to take maxi mum annual | eave

t hroughout the year. Leave for enlisted personnel is governed by the
regul ati ons published by the Commanding O ficer, Conpany A, Headquarters
Battalion, also the approving authority. The following information is
provi ded for granting |leave to officers:

1. The CMC, ACMC, DMCS, heads of staff agencies, Conmanding O ficer
Headquarters Battalion, and subordinates to whom authority is del egated, are
authorized to grant | eave, per the instructions contained in MCO P1050. 3,
Leave and Liberty Regul ati ons.

2. Oficers assigned duty with staff agencies will be granted | eave by the
heads of staff agencies or a representative having authority to grant |eave.

3. Al officers authorized ternm nal |eave nust check out with the
DirAR (ARAC) prior to departing on |eave.

4. Leave for officers not otherw se covered herein will be granted by the
CMC, ACMC as appropriate.

5. Leave granting authorities will establish a single control point for the
managenment of officers’ |eave. The control point will be responsible for
preparing | eave papers (NAVMC 3). At a mininum the NAVMC 3 will be prepared
intriplicate.
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a. The original will be given to the officer on the day of departure on
| eave.

b. The duplicate copy will be forwarded to Co B, HgBn inmediately after
the officer’'s | eave is approved.

c. The triplicate copy will be used as a "tickler" by the staff agency,
and filed with the staff agency’ s copy of the letter reporting the officer’s
return froml eave.

4212. PHYSI CAL FI TNESS

1. Heads of staff agencies should, workload pernmitting, allow mlitary
personnel time to take part in individual or group physical conditioning
prograns.

2. Heads of staff agencies are encouraged to set up a schedule to ensure that
personnel required to take the physical fitness test are avail able during
prescribed testing or retesting periods.

4213. TRANSPORTATI ON TO NATI ONAL NAVAL MEDI CAL CENTER ( NNMC) BETHESDA
MARYLAND. There is a daily shuttle service fromthe ARLEX to NNMC Monday

t hrough Friday, except holidays. Personnel needing transportation should
report to the Medical Dispensary Admi ssions Ofice, room 1319, prior to 0745
or 1200.

4214. DI SSEM NATI ON OF | NFORVATI ON TO GENERAL OFFI CERS ASSI GNED TO EXTERNAL
BILLETS I N THE WASHI NGTON DC. AREA. The Conmandant wi shes to keep the
general officers assigned to external billets in the Washi ngton, DC, area
informed of all Marine Corps nmatters. The follow ng nmethods will be used for
t hat purpose:

1. The DirSplProj will include the general officers assigned to externa
billets in the Washington, DC, area on the distribution Iist of the Green and
VWite Letters.

2. The DC'S PP& wi |l | provide JCS updating briefings for general officers
assigned to the JCS and DLA billets.

4215. MARI NE CORPS GENERAL OFFI CERS ARRI VI NG DEPARTI NG WASHI NGTQN, DC. Al
Marine general officers fromorgani zati ons outside of the Washi ngton, DC
area, arriving and departing Washington, DC, normally contact the Dir Spl Proj

who arranges accompdati ons, transportation, and scheduling. The Dir Spl Proj
wi Il arrange for these general officers to be net or seen off as the situation
requires. In the event of an unschedul ed arrival or departure of a genera

of ficer who requires assistance, the DirSplProj will be notified.

4216. GENERAL OFFI CERS AND SENI OR EXECUTI VE SERVI CE MEMBERS | N RECEI PT OF
OFFI G AL I NVI TATI ONS. General officers and Seni or Executive Service nmembers
in the Washington, DC, area are requested to notify the Special Projects
Directorate (SPD), extension 41515, whenever they receive an invitation to an
official function and indicate their intention to accept or regret the
invitation. In cases of acceptance, a copy of the invitation should be
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provi ded to SPD. Whenever three or nore Ceneral Oficers/SES nenbers have
indicated they will attend a specific function, SPD will publish a
coordination nmeno identifying the details of the function and verifying the
attire the senior General Oficer attending the function intends to wear.

4217. RETI REMENT CEREMONI ES

1. It is the policy of the CMC to give proper recognition to military
personnel who are retiring or being transferred to the Fl eet Marine Corps
Reserve (FMCR) after honorable and faithful service to the Corps.

2. The Comanding O ficer, Headquarters Battalion, HQWC is responsible for
arrangi ng proper cerenonies for Marine Corps personnel who are to retire or
transfer to the FMCR fromduty in the Washington, DC, area. Conplete details
for arranging cerenonies, to include required docunentation, is contained

in Battalion O der 5060. 3.

4218. HOMC REPRESENTATI ON AT ARRI VAL CEREMONI ES HELD AT THE WH TE HOUSE
FOR VI SI TI NG DI GNI TARI ES

1. Frequently, and on short notice, the Ofice of the Secretary of the Navy
assigns this Headquarters quotas for Marine Corps representation at arriva
cerenonies held on the south lawn of the Wiite House for visiting dignitaries.
These quotas are distributed by the DirAR to Headquarters staff agencies

who nust submt names of volunteers to the DirAR, extension 41837, by

the requested tine and date.

Mlitary and civilian personnel of any grade may represent the Marine
Corps. Spouses, children, and other guests nmay attend, however, each attendee
must have a separate pass. Mlitary uniformw Il be worn by Marines at the
Whi te House, and appropriate uniformw Il be announced by E-nmil for each
cerenmony. Appropriate attire will be worn by civilian personnel

A pass is issued to each individual for admttance to the Wite House
grounds via the Southeast Gate entrance on East Executive Drive. Governnent
transportation is not provided for the cerenpnies. As such, the Metro subway
systemis the reconended node of transportation

The total tine involved for these cerenpnies is approxinmately 4 hours.
The cerenopny will be canceled in the event of inclenent weather, and al
tickets will be voided.

4219. SECURITY | NDOCTRI NATI ON PROGRAM The Dir AR (ARAB) coordi nates security
orientation training. All personnel are required to attend security
orientation training. All personnel who possess a security clearance are
required to attend security refresher training annually. Al personnel who
possess a security clearance are required to attend counterespi onage training
every 2 years. Heads of staff agencies are responsible for ensuring their
personnel receive proper security orientation, training, and supervision in
the handling and processing of classified materi al

4220. HOMC PARTI Cl PATI ON AT M LI TARY FUNERALS CONDUCTED AT THE
ARLI NGTON NATI ONAL CEMETERY

This Headquarters participates in mlitary funerals of deceased active
duty or retired Marine Corps officers held at the Arlington National Cenetery.
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Details concerning funeral escorts and uniformrequirenents for participants
are contained in MCO 5360. Details concerning burials are announced
separately by E-Mil.

2. Al officers are eligible for assignnment as honorary pallbearers. It is
recommended that Headquarters staff agencies institute a plan or prepare a
predesignated list of eligible officers, both field and conpany grade, to
participate in mlitary funerals.

4221. MLITARY AND Cl VI LI AN PERSONNEL PERFORM NG TEMPORARY DUTY
OR TEMPORARY ADDI TI ONAL DUTY (TDY/ TAD) I N THE WASHI NGTON
DC, AREA

1. There is a continuing requirenment for this Headquarters to be aware of the
presence of all mlitary and civilian personnel perform ng TDY or TAD in
conjunction with Marine Corps natters in this area. In that regard, staff
agencies will furnish the follow ng information concerning each travel er
(officer, enlisted, or civilian) who reports directly to the staff agency, and
will provide a copy of the traveler’s orders to the DirAR (ARAC) as
expeditiously as possible (regardless of the traveler’s reporting or
nonreporting status):

a. Name and grade.

b. Parent conmmand and bill et assignnent.

c. Ofice code of staff agency sponsoring traveler

d. Phone nubber where travel er can be reached during working hours.

e. Tinme/date of arrival

f. Tinme/date of departure

g. Location after working hours to include phone nunber
2. The availability of quarters and nessing facilities is determ ned by the
CO HgBn, or an authorized representative. Authority to verify quarters and
nmessing availability has been granted to the DirAR (ARAC) and the
DC/S 1 &L (LA).
4222. CHAPLAINS/RELI A OQUS AFFAIRS. Headquarters Battalion has two chapl ai ns

on its staff; one Protestant mnister and one Catholic priest. The services
that are held regularly are:

1. Fellowship Breakfast. Held quarterly in the Arlington Annex cafeteria at
0645-0745, date and tinme will be announced.

2. Mss. Chaplains attached to the Navy Chief of Chaplains office celebrate
daily mass at 0730 in the Conmandant’s Theater, room 2201

3. Bible Study. |Is held every Monday at noon, room S101, Keith Hall, HqgBn;
Tuesday at noon, room 1814, Navy Annex; Wdnesday at noon, room G042, Navy
Annex; and Thursday at noon, room 1814, Navy Annex.

4. Holy Days of Ohligation. Two nasses are celebrated for each holy day in
t he Commandant’s Theater, room 2201, at 0730 and 1200.
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SsSIC
Code
(Dat e)

MVEMORANDUM

From Appropriate Headquarters Staff Agency (__ )

To: Deputy Chief of Staff for Manpower and Reserve Affairs

( MVEA)
Subj : | NTRADEPARTHENTAL REASSI GNVENT REPORT

1. (Nane/grade/ SSN MOXS) has been reassigned from (T/O line
nunber) to (line nunber/new code/billet title).

Copy to: (As appropriate)
CO Co A

CO Co B

Di r AR (ARAQC)

Fiqure 4-2.--Intradepartnmental Reassi gnment Report.
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ADMINISTRATIVE ACTION (5216) 1. ACTION NO. 2. SSIC/FILE NO.
NAVMC 10274 (REV. 3-86) 1300
Previous editions will be used
SN: 0000-00-003-0904 U/i: PADS OF 100 3. DATE

8 Jan 1993
4. FROM (Grade, Name, SSN, MOS, or CO, Pers. O, etc.) 5. ORGANIZATION AND STATION (Complete address)
Sergeant Johnh J. Marine Co A, HgBn, HOMC
234 56 7890/0151 USMC ! 4

Henderson Hall

6. VIA (As required) Arlington, VA 22214

(1) DirOpnsDiv (PO)
(2) DC/S PP&O

7. 8. NATURE OF ACTION/SUBJECT
r .
Deputy Chief of Staff for SPLIT TOUR
TO: Manpower and Reserve Affairs
(MMEA)
L _J 9. COPY TO (As required)
DirAR (ARAC)
Files, SNM
10. REFERENCE OR AUTHORITY (If applicable) 11. ENCLbsuREs {If any)

12. SUPPLEMENTAL INFORMATION (Reduce to minimum wording—type name of originator and sign 3 lines below text)

1. Per the reference, I request reassignment to Administration and
Resource Management Division or Judge Advocate Division.

2. My expiration of active service (EAS) is ;

; date current
tour began (DCTB) is ; and my qualifications or skills are

3. Reassignment to any other staff agency will/will not be agreed to.

13. PROCESSING ACTION. (Complete processing action in item 12 or on reverse. Endorse by rubber stamp where practicable.)

|

Figure 4-3.--Request for Split Tour
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SsSIC
Code
(Dat e)
MVEMORANDUM
From Appropriate Headquarters Staff Agency (_ )
To: Deputy Chief of Staff for Manpower and Reserve Affairs (MPC)

Subj : OVERSTAFF REQUEST

1. W request (nunber of personnel/grade/ MOS, with special
gualifications, if required) from (beginning date) through
(ending date) (not to exceed 6 nonths).

2. (Provide justification.)

Copy to:
D r AR (ARAC)
DC/'S M&RA ( MVEA)

Figure 4-4.--Overstaff Request.
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SsIC
Code
(Dat e)
MVEMORANDUM
From Appropriate Headquarters Staff Agency (__ )
To: Deputy Chief of Staff for Manpower and Reserve Affairs
( MVEA)

Subj :  STAFFI NG REQUEST

1. W request a replacenent for (grade/nane) who wll
(reason for request). A contact relief with (speci al
requirements or qualifications, if needed) (is/is not) needed for

(billet title/grade/BMXS) on _(T/Q1line nunber/MC).

Copy to:
D r AR (ARAC)

Figure 4-5.--Staffing Request.
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CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTI ON 3: TRAI NI NG FOR HEADQUARTERS M LI TARY
AND ClI VI LI AN PERSONNEL

4300. GENERAL

1. Training for Mlitary Personne

a. Physical Fitness and Weight Contro

(1) Individual Physical Fitness. Al Mrines are individually
responsi bl e for achieving and maintaining a satisfactory |evel of physica
fitness as prescribed by the CMC

(2) Physical Fitness Test. The Commanding Officer, Headquarters
Battalion will conduct a sem annual physical fitness test for all personnel
The dates, times, and places of testing will be announced by separate
directive.

(3) Weight Control/Personal Appearance. Heads of staff agencies wll
provi de the Commandi ng Officer, Headquarters Battalion (S-3), the name, grade,
soci al security nubber, office code, and tel ephone nunber of any Marine who
presents an unsuitable mlitary appearance as the result of being overwei ght
or poor weight distribution as defined in current directives issued by the
Conmmander, Naval Medical Command and the CMC. Furthernore, heads of staff
agencies will ensure that their Marines are available to participate in the
wei ght control program as prescribed by the Commanding Officer, Headquarters
Battal i on.

b. Small Arnms Training. Mrines nust requalify with a service rifle
and/or pistol prior to detachnment for an overseas assignment. Contact the
Commandi ng OFficer, Headquarters Battalion (S-3), to arrange for
requalification.

c. Education. Heads of staff agencies should encourage their Marines to
i ncrease their |evel of education and nust allow their Marines anple
opportunity to participate in the educational prograns sponsored by the
Comandi ng O ficer, Headquarters Battalion

2. Training for Enlisted Marines

a. _Professional Devel opnent Education/ Essential Subiects Training/Rel ated

Training. Heads of staff agencies are responsible for ensuring that enlisted
Marines are nmade available for, and participate in, mlitary training as
prescri bed by the Commandi ng O ficer, Headquarters Battalion

b. Mlitary Correspondence Courses. Heads of staff agencies wll:

(1) Encourage their enlisted Marines to enroll in courses avail able
through the MCI to inprove their general nilitary know edge, technica
qualifications, and to prepare them for pronotion

(2) Advise their enlisted Marines, in the grades of |ance corpora
t hrough sergeant, of the requirenment to enroll in the MCI Course 03.0
"The Marine NCO, " and conplete it within 6 nonths after reporting for duty, if
t hey have not already done so.
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3. Training for Marine Oficers.

Policies concerning officer training are

contained in the Marine Corps Manual 1980, paragraph 2404.

4. dyvilian Training Program

The Dir AR (ARCB) coordi nates training courses

available to civilian personnel of HQVC, Marine Corps Systens Comand

( MARCORSYSCOM) ; Headquarters Battalion; and Marine Barracks, Washi ngton, DC
The DirAR (ARCB) provides training information on a variety of training
opportunities to increase enpl oyees’ effectiveness on the job and inprove

their productivity.
site and through approved external services.

Trai ni ng courses, seninars and prograns are offered on-
To deternine training needs and

budget accordingly, the DirAR (ARCB) conducts an annual personnel training
requi renents survey announced by a Marine Corps Bulletin in the 5300 series.
The DirAR (ARCB) ensures that training is available for eligible enployees.

In this regard, the DirAR (ARCB) wll:

a. Conduct necessary surveys to determ ne course and funding requirenents

for training.

b. Provide funding for per diem travel
confirmed requests, excludi ng MARCORSYSCOM

c. Review and recommend approval of trave

traini ng.

4301. DETERM NATI ON OF TRAI NI NG REOQUI REMENTS

and tuition expenses for

orders issued for such

1. The DirAR (ARCB) will conduct a survey during the fourth quarter of each
fiscal year to determ ne training and funding requirenents for the

Headquarters personnel and serviced activities.
enpl oyee to serve as training coordinator for the year

Each staff agency appoints an
The training

coordinator will assist with conpletion of the annual training requirenents
survey and coordinate training for the staff agency enpl oyees with the DirAR

( ARCB) .
identified in the survey.

2. The information required in the survey wll
tuition cost, and source of the requested course.

4302. TRAI NI NG REQUESTS.

Forward requests for

Training funds are allocated to each staff agency based on the needs

be: Course title, estimated

specific training to the DirAR

(ARCB) via staff agency training coordinators for final approval and

processi ng.
the foll ow ng schedul e:

Submi ssi on
Program Form Used

Def ense Managenent DD Form 1556
Eduction and Trai ni ng Courses
( DNET)

I nteragency (Ofice of DD Form 1556
Per sonnel Managenent, Cenera
Servi ces Adm ni stration)

on- Gover nnent (I ndustrial/ DD Form 1556
Techni cal School s, Coll eges,

Uni versities)
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Navy Sponsored (HRO CC) Agency Form Bi annual |y
ARCB announces deadline for
subm ssi on

TAD orders (request for official travel) will also be subnmtted as
appropriate, 2 weeks in advance of departure.

4303. TRAI NI NG COURSE QUOTA CANCELLATI ONS

1. Historically, a nunber of course quotas requested by staff agencies are
cancel ed each year. Many cancellations are reported as late as the day before
the class begins. Last mnute cancellations can cause:

a. Loss of training funds.

b. Inconvenience to substitutes and staff agenci es because
of short notice.

c. Vacant spaces for a course needed for personnel in other staff
agenci es.

d. Reduced Marine Corps quotas for future classes.

2. (Cccasional cancell ations are understandabl e but should be the exception
rather than the rule. Heads of staff agencies will personally review and
approve all requests for cancellation of confirned training and make every
effort to find a substitute. Requests for cancellation or substitutes will be
forwarded to the DirAR (ARCB) at |east 15 days prior to the schedul ed
trai ni ng.
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CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTI ON 4: TEMPORARY ADDI TI ONAL DUTY ( TAD/ TDY) AND PASSENGER
TRANSPORTATI ON SERVI CES

4400. RESERVED FOR FUTURE USE

4401. DOD TRAVEL ADVANCE PALI CY

1. Effective managenent requires that travel advances be held to a m ni mum
that travel vouchers be submtted within established deadlines; and that

travel vouchers be processed in a tinmely nanner in order to recover any excess
amount s advanced. Funds advanced for TAD travel are limted to the m ni mum
out - of - pocket expenses the traveler is expected to incur. Reasonable steps to
mnimze travel advances required include the use of contractor-issued charge
cards. At no tine, however, should a Federal enployee have to use persona
funds to pay official travel expenses, unless the enployee has elected not to
use alternative resources made avail able by the Governnment (i.e., contractor

i ssued charge cards).

2. Definitions. The following ternms are frequently encountered in the
adm nistration of the Governnent’s travel advance policy:

a. Frequent Travelers. Personnel in mlitary pay grades E-7 or above or
civilian grades GS-9 or above who are expected to travel on official TAD TDY
at least twice a year. Personnel below the stated pay grades who are required
to travel at least twice a year nmay al so be designated "frequent travelers" if
they accept a contractor charge card.

b. Non-frequent Travelers. Personnel below the grades stated in
par agraph 2a and personnel who are not expected to travel on official business
at | east twice a year.

c. Qut-of-pocket expenses. Travel expenses which are not usually charged
and rust be paid using cash, personal check, or travelers check. Since
"frequent travelers"” are expected to charge | odging, rental cars, gasoline,
and ot her autonobil e expenses, out-of-pocket expenses for a frequent travel er
i nclude meal s, incidental expenses, and m scell aneous expenses for taxis,
tolls, and parking. Registration fees are considered out-of-pocket expenses
for both frequent and non-frequent travelers unless paid by DD 1556.

3. Frequent travelers are expected to use contractor-issued charge cards.
Personnel may decline to apply for the charge cards, however, they wll
recei ve the same advance as those who have accepted the charge card.
Additionally, reduced advances will remain in effect for personnel whose cards
have been suspended or revoked because of delinquency. Cards may be withhel d
from personnel known to have financial difficulties. Once a card has been

i ssued, however, the card holder will be responsible for paynment of al
expenses charged.

4. Travel advances to frequent travelers will be limted to the estimted

out - of - pocket expenses (e.g., neals and incidental expenses, and niscell aneous
expenses for taxis, tolls, parking, etc.). Travelers issued the charge cards
are expected to charge major travel expenses (e.g., lodging costs, renta

cars) to the contractor-issued charge card.
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5. When a rental car is involved with travel, the traveler nmust present the
orders to the |l ocal passenger Transportation Ofice (PTO prior to requesting
advance paynent fromthe Disbursing OOfice (DO. The PTOw Il endorse the
orders indicating the daily rental car rate.

6. Contractor-1ssued Charge Card

a. Application forms and instructions are available fromthe DirAR
(AR-3) in room 1023. Once the applications are filled out, they nust be
returned to AR-3 for processing and submi ssion to the contractor. Charge
cards will be mailed by the contractor to the applicant’s hone.

b. The charge card nust be returned to DirAR (AR-3) for destruction and
return to the contractor prior to retirenent, transfer, or resignation

4402. PASSENGER TRANSPORTATI ON SERVI CES

1. The passenger Transportation Ofice (PTO, room 1233, ARLEX, provides
transportation services to mlitary and civilian personnel traveling under
orders while on official business.

2. It is DoD policy that strict econony be practiced in using passenger
transportation. The nmeans of transportation selected will satisfactorily neet
DoD requirenents for the | owest overall cost fromthe origin to fina
destination. Staff agencies are responsible for choosing the nost econom ca
means of transportation. Approved travel orders nust be presented to obtain
transportation.

3. General Transportation policies

a. Travel Wthin the United States. Commercial transportation will be
used for travel within the United States when available and neets mlitary
requi renents.

b. Travel Beyond the United States. CGovernnent transportation wll be
used for travel beyond the nainland boundaries of the United States when such
is avail able.

c. Use of Foreign Carriers. Foreign-registered carriers will be used
only when the carriers registered under the U S. flag are not avail abl e.

d. Port Call procedures. The DirAR (ABAC) is responsible for requesting
port calls for all officers at HQMC. Port calls for enlisted personnel wll
be requested by the CO HgBn, HQWC.

e. Area Cearance. Travel to a foreign country in a TAD TDY status may
require a request for area clearance. |Individual staff agencies should refer
to paragraphs 4101.3 and 4402. 2 of MCO P1000. 6 and OPNAVI NST 4650. 11 for
addi tional information.

4. Transportation in Connection with TAD TDY

a. The PTOis fully automated with on-line conputer termnals tied in
directly with all donestic and international airline carriers. Through this
term nal, PTO can nmeke reservations and wite tickets w thout a Governnment
Transportati on Request (GIR)

4-30



HQADM NVAN 4402

b. Travel agents will not be used for procuring tickets for travel in
conjunction with TAD/ TDY. Reservations will be made through the PTO as far in
advance as possible, especially during holiday periods. Enmergency or
unf oreseen requirenments are fully recogni zed and will be processed as
expeditiously as possi bl e.

5. Traveler’'s Responsibility. The traveler is responsible for reporting
unused transportation by the carrier when services actually furnished are of

| ess val ue than those authorized on the GTR  Any unused tickets or portions
thereof will be returned to the PTO to enabl e subsequent refund adjustnents
with the carrier concerned. |Individuals are not authorized refunds fromthe
carriers for unused tickets or services issued in exchange for GIR s/tickets.
Accordingly, refunds received by individuals fromthe carriers shall be
surrendered to proper authorities. Travelers who fail to protect the interest
of the Governnment under such circunstances may subject thenmselves to a demand
for paynment of any resulting |losses. Tickets/GIR s that are | ost or msplaced
will be reported imediately to the PTO
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CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTI ON 5: FI TNESS REPCRTS

4500. CENERAL. Fitness reports of Mlitary personnel (sergeants and above)
assigned to HQMC wi Il be prepared per the instructions contained in

MCO P1610.7. Reporting officials will establish and enforce procedures to
ensure conpleted fitness reports are treated as privileged information and are
seen only by persons required to have know edge of the fitness reports.

Compl eted fitness reports will be sent to the DS M&RA (MVWPE), room 4012

4501. REPORTI NG SENI OR/ REVI EW NG COFFI CER.  Chapter 2 of MCO P1610.7 outlines
the factors to be used when identifying the reporting senior and review ng

of ficer responsible for conpletion of a particular fitness report(s).

Table 4-1 identifies those personnel for whomthe CMC and ACMC have reporting
seni or responsibility. Table 4-2 identifies reviewing responsibilities for
thi s Heaaquarters.
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REPORTI NG SENI CR COFFI CERS TO BE REPORTED ON

Commandant of the Marine Corps 1. HOMC Oficers

O ficers of the Ofice of the

Commandant will be reported on or

reviewed by the CMC per internal
of fice

procedures

Chapl ai n, USMC (01600)
Director, Marine Corps Staff
2. Al conmm andi ng generals outside HOMC

for whom HOMC has reporting
responsibility

COVMARFORRES
CG MCRC
3. Ghers
Counsel for CMC is reported on by the
General Counsel of the Navy with CMC

i nput (Perfornmance Appraisal)

CO, MarBks, Washington, DC

Assi stant Conmandant of the 1. Oficers of the Ofice of the
Mari ne Corps Assi st ant Conmandant

2. Director, MCOTEA
3. Director, Safety Division

4., HQMC Oficers

DC/S for Installations and Logistics
I nspector General of the Marine Corps
AC/' S Command, Control, Conmmunications,
Computer and Intelligence

Legi slative Assistant to the
Conmandant

Director, Judge Advocate Division
Director of Public Affairs

Director, Health Services

Director of Marine Corps History and
Museuns (Perfornmance Appraisal)

5. Ohers

CO, HgBn, HQMC

Table 4-1.--Reporting Senior Responsibilities (Fitness Reports).
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REPORTI NG SENI OR OFFI CERS TO BE REPORTED ON

Director, Marine Corps Staff 1. Secretary of the General Staff
2. Director, Special Projects Directorate

3. Director of Adm nistration and
Resour ce Manageaent (Perfornance

Appr ai sal )

4. Director, TQ Division

Deputy Chief of Staff for 1. COMVARCORSYSCOM
Install ations and Logistics
2. COVVARCORLOGBASES

Table 4-1.--Reporting Senior Responsibilities (Fitness Reports)--Continued.
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REVI EW NG OFFI CER

OFFI CERS WHOSE REPORTS ARE TO BE REVI EVED

Commandant of the
Mari ne Corps

1.

O ficers reported on by the President; Vice
Presi dent; Secretary of Defense; Chairnan,
Joint Chiefs of Staff; Vice Chairman, Joint
Chiefs of Staff; Secretary of the Navy; Chief
of Naval Operations; Commanders in Chief;

Fl ag/ General O ficers of other services

seni or to ACMC.

O ficers reported on by ACMC.
All general officers assigned to HQVC

CMC wi Il endorse all general officer fitness
reports, if CMCis not review ng officer.

Fitness reports prepared by the Legislative
Assi stant to the Conmandant on the U. S
Senate and the U S. House of Representative
Li ai son Oficers.

6. Qhers
COVMIVARCORSYSCOM
COVIVARCORL OGBASES
Assi st ant Conmandant of 1. Fitness Reports marked by fl ag/general
the Marine Corps of ficers of other services.
2. Fitness Reports nmarked by flag/ general
of ficers of other services senior to the
heads of staff agencies.
3. Oficers reported on by heads of HQWC staff
agenci es.
4. Al colonel reports considered marginal/
adverse are reviewed for information.
Deputy Chief of Staff for 1. Senior Mrine, USNA
Manpower and Reserve
Affairs 2. Oficers reported on by the AsstSecNav (M&RA)
3. Al reports on LtCols and bel ow consi dered
mar gi nal / adver se when review i s not otherw se
prescri bed.
Di rector, Personnel 1. Colonels and below witten by flag/general
Managenent Di vi sion officers and their civilian equival ent when
when review not otherw se prescri bed.
CG MCRC 1. LtCols and bel ow assi gned USNA/ NROTC.
2. Reviews all other fitness reports when

reviews not otherw se prescri bed.

Tabl e 4-2 Reviewing Oficer Responsibilities (Fitness Reports).
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REVI EW NG OFFI CER OFFI CERS WHOSE REPORTS ARE TO BE REVI EVED

Heads of Staff Agencies 1. Oficers reported on by principal
subor di nat es.

2. Oficers filling external billets sponsored
by their agencies for whomthere is
ot herwi se no reviewi ng of ficer.

Table 4-2.--Reviewing Oficer Responsibilities (Fitness Reports)--Continued.
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CHAPTER 4

HEADQUARTERS STAFFI NG AND ADM NI STRATI ON OF
HEADQUARTERS PERSONNEL

SECTI ON 6: CI VI LI AN PERSONNEL

4600. C VILIAN EMPLOYEE ADM NI STRATI ON

1. dCvilian enployees are sel ected, assigned, paid, separated, and their
billets classified following Ofice of personnel Managenent and DON poli ci es.
Those policies are designed to ensure equal opportunity enpl oynent of the best
qualified personnel. Adm nistrative decisions nust conformto both the intent
and the letter of the | aw

2. The DirAR (ARC) is responsible for the adm nistration of the Cvilian

per sonnel programat HQMC. The Head, G vilian Human Resources Ofi ce,

Washi ngton, DC, ARDiv (ARC), is responsible to the DirAR for operation of the
Civilian Personnel Program

4601. CVILIAN EMPLOYEE PUBLI CATI ONS

The DirAR (ARC) issues the follow ng publications to keep civilian
enpl oyees informed on the regul ations, policies, and practices of civilian
per sonnel adm nistration.

a. Procedures for the administration and control of the Headquarters
Civilian personnel Programs are contained in Marine Corps Orders under the
12000 series.

b. Information of general interest to civilian enployees will be
publ i shed, as needed, in a Marine Corps Bulletin.

c. Articles of general interest to civilians and their supervisors are
publ i shed approximately binmonthly in the Cvilian Personnel Oficer’s
Menor andum

2. Anyone wi shing to nake conents, suggestions, or requests for informtion
about these publications should contact the DirAR (ARC), extensions
77681/ 77955.

4602. DRESS CODE. As civilian representatives of the Federal Government and
the U.S. Marine Corps, enployees of Headquarters Marine Corps are expected to
mai ntain a neat and professional appearance. Wile specific articles of
clothing are not prescribed, all enployees are expected to dress in a manner
consistent with their official positions while on duty. Enployees in

prof essi onal and administrative positions as well as those who have extensive
contact with nmenbers of other Federal agencies and/or the public are expected
to attire thenselves in a manner that is generally acceptable in the business
comunity. During sumer nonths, a nore rel axed dress code may be all owed by
heads of staff agencies. This does not, however, dininish each enpl oyee’'s
responsibility to dress in a manner that is considerate of other enpl oyees and
suitable for a Governnment office. A slovenly or offensive appearance is not
appropri ate.
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4603. EMERGENCY DI SM SSAL AND ESSENTI AL PERSONNEL DESI GNATI ON PALI CY

1. The U. S. Ofice of personnel Managenment (OPM has established procedures
for announci ng enpl oyee di sm ssals and Federal agency cl osings during

hazar dous weat her and ot her emergency situations in the Washi ngton, DC
metropolitan area. The decision to close Federal agencies or authorize early
disnm ssal or late arrival will be comunicated directly to the news nedia by
OPM's Public Affairs Director and, when the decision is made during the

wor kday, to Federal agency contacts.

2. Enployee Responsibility. Al enployees are to presunme, unless otherw se
notified, that their office or activity will be open each regul ar workday
regardl ess of weather or other energency conditions. Enployees are expected
to be prepared to cope with difficult driving conditions and m nor disruptions
of public transportation facilities. On occasion, however, energency
situations prevent the opening of Federal offices and activities, prevent

enpl oyees fromgetting to work, or create the necessity to dism ss enpl oyees
early in certain areas.

3. Essential Personnel. Essential personnel are those who performduties
vital to the continuity of operations at the Headquarters and are required to
be at work regardl ess of energency situations or general dism ssa

aut hori zations. Heads of staff agencies are to identify essential personnel
by job title or other appropriate neans, and notify them of the specia

requi renents placed on themfor reporting to, or remaining at, their worksites
i n emergency situations.

4, Dismissal Policy

a. In the Absence of Appropriations. Wen, during the workday, early
dism ssal or closure is directed because of the absence of appropriations, the
DirAR will pass official guidance to staff agencies by E-mail or
tel ephonically. Heads of staff agencies will not rel ease enpl oyees unti
officially notified by the DirAR. After normal working hours, decisions to
tenporarily suspend operations will be passed to and announced by the news
medi a. Whiet her enpl oyees will be paid for absences under above circunstances
will normally be addressed after operations are resuned.

b. Hazar dous Weat her or O her Energency Conditions

(1) Earlv Disnissal

(a) Early dismssal of HOQMC civilian enpl oyees during a regul ar
wor kday because of hazardous weat her or any other energencies nmay be
authorized only after the DirAR receives official dism ssal notification by
t el ephone fromthe DON coordinating authority. Once received, the DirAR will
rapidly pass the specifics to the adm nistrative office of each staff agency
via E-mail or telephonically. Heads of staff agencies are not authorized to
rel ease civilian enployees early without charge to | eave or |eave w thout pay
until officially notified by the DirAR

(b) When OPM aut horizes an early di sm ssal, enployees should be
di sm ssed per the Residential Zone Dism ssal Plan devel oped by the
Met ropol i tan Washi ngton Council of Governments (which affects enpl oyees
according to where they live, not where (or for whon) they work). OPMwl|
i nform agencies of the dismssal tinme for Zone 1 residents. (The disnissa
time for Zone 1 residents will be at least 1 hour after METRO and traffic
officials have been notified to prepare for an outbound rush.) Residents of
other zones will be dismssed at 1/2 intervals thereafter. The Residential Zone
for each enployee will be determ ned as foll ows:
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Zone 1. Residents who live beyond Mntgonery, Prince CGeorges, and
Fai rfax Counti es.

Zone 2. Residents who live in portions of Mntgonery, Prince Georges,
and Fairfax Counties that |ie outside the Beltway.

Zone 3. Residents who live inside the Beltway, but outside the
District of Colunbia.

Zone 4. Residents who live in the District of Colunbia.
(c) Whet her an enpl oyee should or should not be charged | eave for
an absence resulting fromearly dism ssal depends on the enployee's duty or
| eave status at the tinme dism ssal is announced. Enployees nmust be in a duty
status in order to be excused.

(2) Delaved Arrival/Liberal Leave

(a) Delayed arrival/liberal |eave will be used when hazardous
weat her conditions devel op during nonworking hours making it difficult for
enpl oyees to arrive at work on tinme. Federal offices will open as usual
however, supervisors nmay grant a reasonabl e anmount of excused absence (usually
up to 2 hours) to those who report to work | ate because of conmuting del ays.
The supervisor will consider road, traffic, and Metro systemconditions to
deci de how nmuch excused absence is reasonabl e.

(b) When hazardous weather conditions exist, individual enployees
not designated as essential, nmay take annual |eave or |eave w thout pay
wi t hout receiving advance approval fromtheir supervisors. This is known as a
"l'iberal |eave" situation or policy.

(3) dosure

(a) Closure will be used when hazardous weat her or emergency
conditions occur in which significant nunbers of enployees are prevented from
reporting for work. Federal offices will be closed by adm nistrative order of
t he agenci es invol ved.

(b) Workdays on which Federal offices are closed are nonwor kdays
for | eave purposes. Enployees scheduled to work on those days will be excused

wi t hout charge to | eave or | oss of pay. Additionally, enployees on
previ ously
authorized | eave will not be charged | eave for the day(s) involved.

5. Hazardous Wather or Energency Condition Public Announcenents for Radio
and Television. The decision to close Federal agencies or authorize early
dismissal or late arrival will be conunicated directly to the news nedia by
OPM's Public Affairs Director. Announcenents will be simlar to the
fol | ow ng:

a. Federal Agencies are Open. Enployees are expected to report to work
on tine. (This neans Federal agencies will open on tinme, and enpl oyees are
expected to report for work as schedul ed.)

b. Federal Agencies are Operating Under a Delaved Arrival Policy.
Reasonabl e delays in reporting for work will be excused. (This nmeans Federa
agencies will open on tine, but reasonable delays in reporting for work wll
be excused wi thout | oss of pay or charge to | eave for enpl oyees who experience
serious comruting del ays.)
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c. Federal Agencies are Operating Under a Liberal Leave policy.
Enmpl oyees may take | eave without prior approval. (This neans Federal agencies
will open on tinme, but enpl oyees not designated as "essential" may take annua
| eave or | eave without pay (LWOP) without prior approval of their supervisors.
Enpl oyees designated as "essential” are expected to report for work on tine.)

d. Federal Agencies are Qperating Under a Delayed Arrival/Liberal Leave

policy. Reasonable delays in reporting for work will be excused, and
enpl oyees may take | eave without prior approval. (This nmeans Federal agencies

will open on tinme, but reasonable delays in reporting for work will be excused
wi t hout | oss of pay or charge to | eave for enpl oyees who experience serious
comut i ng del ays, and enpl oyees not designated as "essential"” may take annua

| eave or LWOP without the prior approval of their supervisors. Enployees
designated as "essential" are expected to report for work on tine.)

e. Federal Agencies are O osed. (This neans enpl oyees not designated as
"essential" are excused fromduty without | oss of pay or charge to | eave.
Enpl oyees designated as "essential” are expected to report for work on tine.)

4604. OVERTI ME/ COVPENSATCRY TI ME

1. The Ofice of personnel Managenent adm nisters the Fair Labor Standards
Act (FLSA) (Public Law 93-259). This act brought Federal enployees, as a
group, in all three branches of the Governnment, as well as enpl oyees of
nonappropriated fund instrunentalities under the jurisdiction of the Arned
Forces, within the purview of the FLSA. The significant provisions of the
FLSA which apply to Federal enployees include a nininumwage rate and
conmpensation for overtime work

2. Certain enployees as outlined in the Federal Personnel Manual are exenpted
fromovertime provisions of the FLSA, including enployees in "Executive,
Administrative, and professional” positions and all enpl oyees serving in
foreign areas. All others are called "nonexenpt.” Al civilian positions at
thi s Headguarters have been revi ewed and desi gnated as exenpt or nonexenpt.

Bl ock number 35 of the Standard Form 50, Notification of personnel Action
contains this information.

3. Policy/Procedures

a. Work in excess of the regularly schedul ed workday or wor kweek may be
aut hori zed when emergency situations arise. Conpensation for such work may be
by noney paynent (cal culated on an overtinme basis) or by granting compensatory
time off.

b. Authority to approve requests for overtine or conpensatory tine work
is vested in the Director of Administration and Resource Managenent (DirAR).

c. Requests for overtinme work shall be submitted to the Director of
Admi ni stration and Resource Managenent (AR-3) on NAVCOVPT Form 2282
Overtime/ Conpensatory Ti ne Request and Authorization (7410) and will contain
the foll ow ng information:

(1) Type of conpensation requested.

(2) Name, grade, periodic pay step of enployee to performwork and
whet her enpl oyee i s exenpt or nonexenpt.

(3) Date(s) of work and nunber of hours requested. Separate requests
for each pay period are required when nore than one pay period is involved.
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(4) Specific justification.
(5) Signature and title of requestor

(6) Additional justification for approval after the fact is required
when overtinme/ conpensatory tine was not approved in advance of the tine
wor ked.

d. Requests for overtine/conpensatory tinme shall be signed by the heads
of staff agencies originating the requests. This authority may be del egat ed.
The Director of Administration and Resource Managenment (AR-3) will be infornmed
by menorandum of the nanes of subordinates delegated this authority.

e. Requests for overtine/conpensatory tinme authorization will be in
writing and submitted to the Director of Administration and Resource
Managenent in advance of the proposed overtine/conpensatory tinme period. Wen
exi gencies of the service preclude prior approval, interimapproval my be
obt ai ned by tel ephone fromthe Director of Adm nistration and Resource
Management (AR), (extension 43359). Witten requests will then be provided
not later than the first working day follow ng the period of overtine/
conmpensatory time worked.

f. Payment for authorized overtine will be made in hour and tenths of
hour increments. Tinmekeepers will report overtine to the nearest mnute on a
daily basis on the individual’'s tinme card (NDWNRFC 7410/ 17). At the end of
each week the m nutes of authorized overtine worked are total ed and divi ded by
6 to determ ne the nunmber of hours and tenths of hours of overtinme payable.
Extra mnutes may not be carried over to the next week since overtine may be
accurul ated on a weekly basis only--the week being from Sunday through
Saturday. Pay for holiday work and night work will be conputed on the sane
basi s.

g. Supervisory Responsibility

(1) Under the FLSA, any work (in excess of the regul ar wor kweek) that
the enmpl oyer "suffers or permts” to be done nust be paid at overtine rates.
The fact that a supervisor knows that overtime work has been perforned
establishes a legal basis for overtine paynents. This neans that the
nonexenpt enployee is entitled to conpensation for overtine work perforned--
whet her or not such work is "officially ordered or approved.™

(2) It is the supervisor’s responsibility, under the FLSA to see to
it that overtime work is not, in fact, performed except when paynment for such
overtime is intended, and he nust keep accurate records concerning the hours
wor ked by nonexenpt enpl oyees.

(3) Supervisors will establish procedures to ensure that nonexenpt
enpl oyees are not permtted to performovertine work unless specifically
ordered or authorized to do so. Accurate records concerning the hours worked
by nonexenpt enpl oyees will be naintained.

h. Restrictions

(1) Alimtation in funding requires that overtine be strictly
confined to situations of tenporary urgency or energency. Supervisors and
operating officials will critically exam ne all requests for overtine to
ascertain that the work for which the request is nade cannot be acconpli shed
by any ot her neans.
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(2) Overtinme shall be severely limted to cases of necessityl such as:
(a) Urgent matters affecting Marine Corps readiness.

(b) Bona fide energenci es when no other nmethods will acconplish
needed work

(c) As nay be necessary in safeguarding |ife and property.

(d) I'n specific instances where savings can be clearly
denonstrated with the use of overtine.

(3) Overtinmel/conpensatory Tine Request and Authorization (7410) wl |
be scrutinized in detail by the Adm nistration and Resource Management
Division and returned to the originating office should it appear that the
request is unwarranted in that other arrangenents could be nade to acconplish
the required work within the normal wor kweek

(4) Enployees will not be used for overtinme work on any day on which
they are absent on annual |eave or sick |eave, except under extraordinary
circunstances justified individually.

(5 In no case will a person request authorization for overtine work
for hinself. The request nust originate with the reporting supervisor of the
per son concer ned.

(6) Section 5547 of Title 5, United States Code, limts the paynent of
overtime or crediting of conpensatory tinme. No enployee nay receive
conmpensati on paynent or conpensatory tinme at a rate which will cause his gross
conmpensation for any pay period to exceed the basic pay of an enployee in the
maxi mum schedul ed rate for GS-15. This includes night differential and
hol i day conpensati on.

(7) Enpl oyees on TAD cannot claimconpensation for overtine (either
pai d or compensatory) unless approved in witing by proper authority before it
is perfornmed as defined in the Federal Personnel Manual. Overtinme will not
include time spent in preparation of reports in connection with the
assignment, but rather must involve a definite work assi gnment that cannot be
acconpl i shed during regular working hours. |In those cases where the activity
being visited requires the enployee to performwork outside regularly
schedul ed worki ng hours, and authorization could not be obtained in advance,
aut horization nmust be obtained in witing fromthe conmander of the activity
visited. If such authorization is not obtained, no conpensati on can be nade
for overtine perfornmed.

i. Requirement to Work Overtinme. Supervisors nmay require enployees to
per form approved overtime work outside the nornmal working hours or beyond the
regul ar wor kweek. Absence or tardiness during periods of approved overtine
refl ect adversely upon the individual enployee’s cooperativeness and
dependabi lity.

j. Conpensatory Tine

(1) It is the general policy of the Departnent of the Navy, as
cont ai ned i n SECNAVI NST 7000. 11, that equival ent conpensatory tinme off should
be given for irregular or occasional overtinme work of enployees exenpt from
the FLSA and for those enpl oyees whose rate of basic pay exceeds the maxi mum
rate for GS-10. Any exceptions will require a determ nation by the Director
of Administration and Resource Managenent (DirAR)

4- 44



HQADM NVAN 4604

(2) Exenpt enpl oyees whose basic pay is at or below the maxi mumrate
of basic conpensation provided for grade GS-10 are entitled to choose between
overtime pay and compensatory tine of f for all irregular or occasiona
overtime work they are required to perform Enpl oyees whose basic pay is
above the maxi mumrate of basic conpensation provided for grade GS-10 may, at
the discretion of the Director of Adm nistration and Resource Managenent, be
pai d either overtinme pay or granted conpensatory time off for the irregular or
occasional overtime work they are required to perform |In either case, they
shoul d be advi sed whether they will receive overtinme pay or conpensatory tinme
of f. The maxi mum amount of conpensatory tine allowed to accrue to an
i ndi vi dual enpl oyee is eighty (80) hours. Additional hours of conpensatory
time may be accrued only after the maxi mum accunul ati on has been reduced
t hrough the taking of conpensatory tine off.

(3) Under the FLSA, nonexenpt enployees normally do not have the
option of choosing between overtine pay or conpensatory tinme off, and shoul d
be paid for all overtime worked. However, nonexenpt enpl oyees nay el ect
conmpensatory tinme off in lieu of overtinme. The follow ng statenent nust be
typed on the Overtinme/ Conpensatory Ti ne Request and Authorization and be
si gned by each nonexenpt enpl oyee invol ved:

"I voluntarily elect conpensatory tine of f in lieu of overtine
paynment. | understand conpensatory tine off will be on an hour-for-hour
basi s.

( Enpl oyee signature required)

(4) The actual scheduling of time off for earned conpensatory tinme is
at the discretion of the proper adninistrative official

(5) Conpensatory time will be calculated on a straight tine basis, not
on an overtine basis.

(6) Compensatory tinme will be used as soon as possible after becom ng
due and will be used before any charge to annual | eave, except in the
situation where leave is restricted and an enpl oyee carryi ng the maxi mum
anount of annual | eave would lose it at the end of the year. 1In this case
annual | eave may be charged for | eave taken. This decision nust be made at
the tine the |leave is taken

k. Overtinme and Conpensatorv Tinme Wrked

(1) Enployees will be conpensated only for tinme actually worked.
Supervisors and certifying officials should ascertain that the hours clained
as overtine or conmpensatory tine worked are correctly reported.

(2) The Overtine/ Conpensatory Tine Report (NAVMC HQ 812
(7-90), figure 4-6) nust be conpleted for all authorized overtine and
conmpensatory tinme worked. This reporting requirenent is exenpt and requires
no synbolization. Local reproduction of NAVMC HQ 812 is authorized.

(a) Each enpl oyee who works overtine nmust sign this report,
showi ng the actual tinme he/she begins such work and the tine he/she | eaves.
Time taken for lunch periods nust be shown, since tinme worked may not include
[ unch peri ods.

(b) The supervisor and certifying official nmust sign NAVMC HQ 812
(7-90) and submit it with the tinme card (NDWNRFC 7410/17) to the
Admi ni stration and Resource Managenent Division (AR-3).

4- 45



4604 HQADM NVAN

(3) The time shown on NAVMC HQ 812 (7-90) will be verified and, if it
differs fromthe time shown on the tinme card, the discrepancy will be called
to the attention of the unit tinekeeper

. Legal Holidays. Wirk of civilian enployees on |egal holidays will be
limted to situations of the greatest urgency, and will require prior approva
of the Assistant Commandant in each instance except for Headquarters
Battal i on, Headquarters Marine Corps, and Marine Barracks, Washi ngton, DC
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HQADMINMAN

OVERTIME/COMPENSATORY TIME REPORT (12600)

NAVMCHQ 812 (7-90) PAY PERIOD ENDING (Date)

\gn tn on this sheet at the time
ch be shown on this sheet
e actually worked. No credit for
ted angsubmitted to the

NOTE: Itis required that each employee working overtime/compensatory time
overtime/compensatory time begins. Itis also required that time take
since compensation for overtime/compensatory time can be only for Y
overtime/compensatory time can be given unless this sheet is prope|

REPORTING UNIT DISTRIBUTION CODE

Q
SIGNATURE 07{5 Ny cN\) N | out |TOTAL
= N

N

REMARKS: (The supervisor willi d@pw the ovfrtime/compensatory time was verified in the Section.)

CERTIFIED CORRECT BY:

SUPERVISOR CERTIFYING OFFICER

Figure 4-6.--Overtime/Compensatory Time Report (12600) NAVMC HQ 812(7-90)
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 1: HEADQUARTERS SERVI CES

5100. SUPPLY REQUI SI TI ON PROCEDURES

1. Ceneral

a. The DirAR (ARD) stocks conmon-use federal supply systemitens of stationery,
bl ank forns, and other expendable office supplies. These stock itens may be picked-up
fromthe Custoner Support Centers/Self-Service Stores(CSC/ SSS) on an "as needed" basis
by aut hori zed Supported Activities Supply System (SASSY) Managenent Unit (SMJ) credit
card hol ders.

b. Supply requisitions for non-stock itens will be submtted on the NAVMC HQ 333
formto the DirAR (ARD), room 1206. Only one category will be marked in the
appropriate block in the upper right corner of the NAVMC HQ 333.

c. Tel ephone requests for supplies and services will not be accepted.

2. Responsibilities

a. The DirAR (ARDC) will serve as the O C, HQMC, SMJ and be responsible for
(1) Issuing HQMC SMJ credit cards to personnel designated by staff agency heads.

(2) Ensuring only personnel who possess a valid HQMC SMJ credit card procure
supplies fromthe CSC SSS.

b. Personnel designated by staff agency heads to receipt for the HQUC SMJ credit
card, are responsible for safeguarding it, and for controlling and nonitoring its use.
In addition, they will be responsible for:

(1) Advising personnel, who borrow the card to obtain supplies fromthe CSC
SSS, to procure only standard office supplies required for official Governnent
busi ness.

(2) Reporting lost or mssing HQMC SMJU credit cards immediately to the DirAR
(ARDC), extension 41748/43123, and for following up the tel ephonic report with a
written statenent explaining the | oss.

c. Heads of staff agencies will designate those individuals authorized to sign for
stationery, blank fornms, services, and property. Requisitions for building alterations
will be signed at the staff agency | evel

3. Definitions of categories on the NAVMC HQ 333 are:

a. Stationery. Expendable desk accessories such as perforators, desk trays,
penci| sharpeners, wastebaskets, staplers, typewiter/printer ribbons, and al
consunabl e paper suppli es.

b. Property

(1) Nonconsumabl e itens such as bl ackboards, briefcases, chair nats, clocks,
easel s, and portable partitioning.

(2) Itens known to be open purchase, such as rubber stanps. Specialty itens
such as drafting equi pnent, supplies, and other itens not nornally found
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in offices should be requisitioned separately. Al'l requisitions for open
purchase itenms nust contain full descriptions, including applicable part or
catal og nunbers, source of supply if known, and any other information to
assist in identifying and locating the itemto be purchased. All requisitions
for open purchase of itens by brand name, or specific itens that are simlar
to those stocked by GSA stores, must contain witten justification and be
approved by branch heads. Separate requisitions should be provided for each
supply source identified.

(3) Word processing and personal conputer supplies including nagnetic
discs, disc storage units, printwheels, ribbons, equi pnment accessories and
attachnments, software, etc., require witten justification and approval by
branch heads.

(4) Requests for security containers; i.e., safes and safe cabi nets/
require review by the DirAR (ARAB) and should be requisitioned separately.

c. Mchine Repair. Repairs to office machinery.

d. Services

(1) Installation or nodification of tel ephone or intercomunications
facilities.

(2) Repairs to office furniture and equi pnent.
(3) Mounting or hanging bl ackboards, pictures, etc.

(4) Building alterations such as installation or renoval of pernanent
partitions, doors, electrical outlets, floor tile, acoustic tile, vents,
exhaust fans, and renovations or touch-up painting.

e. Furniture. Desks, chairs, tables, stands, bookcases, clothing racks,
and filing equiprent.

f. Blank Fornms. All nunbered fornms used at this Headquarters. Requests
for blank forms nust be submitted to the Dir AR ( ARDC)

(1) The DirAR (ARDC) coordinates all requisitions for blank fornms with
the DirAR (ARAE). This coordination ensures the currency of the form being
ordered, determ nes whether revision is required, and ensures update of the
forms managenent dat abase. The DirAR (ARDC) stocks, issues, and replenishes
NAVMC HQ forms used by nore than one staff agency, but does not stock NAVMC HQ
forms devel oped for individual staff agency use. An individual staff agency
that devel ops single user NAVMC HQ bl ank forms for internal use or NAVMC bl ank
forms used Marine Corps-w de, but are stocked and controlled by the individua
staff agency, nust maintain its own stock and requisition replenishment as
required.

(2) When a staff agency needs to replenish its stock of blank forns,
it should requisition at least a 1-year supply. Replenishnment of stock for
NAVMC/ NAVMC HQ bl ank fornms will be done by reprinting. Requisitions
(NAVMC HQ 333) for NAVMCI NAVMC HQ bl ank forms nust be submitted to the
DirAR (ARDC). |If adequate internal storage space is not available, staff
agencies nmay arrange for the DirAR (ARDC) to store forms, not stock forms, in
the warehouse. 1In such a case the staff agency will be responsible for its
own inventory control. Requisitions nust include the formprefix (NAVMC
NAVMC HQ DD, etc.), the formnunber and current edition date, the title, unit
of issue (if known), stock number (if known), and the quantity required.
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g. Publications. Al informative, comrercially printed matter such as
dictionaries, atlases, books, nmgazi nes, newspapersl panphlets, periodicals
and controlled and noncontroll ed publications fromthe Mari ne Corps
publ i cati ons stock point, Mrine Corps Logistics Base, Al bany, GA by SASSY
Control |l ed publications require HQMC sponsor approval per MCO P5400. 31.

(1) Newspaper subscriptions will be accepted only when justified in
writing and approved by the DMCS. The requests will be sent via the
Dir AR (ARD).

(2) Al requests for publications nust be job- or function-rel ated.
Requests approved by the staff agency head nust contain full witten
justification

h. Ofice Machinery. Calculators, dictation and transcribing machi nes,
m crofi che equi prent, typewiter~s, electric staplers, tine and date stanps,
copi ers, personal conputers, ternminals, shredders, and other itens of
speci al i zed maj or equi prrent/systens shoul d be requested separately with ful
justification and approval by the staff agency head.

3. Requesting activities are provided with copies of the purchase action
taken at the time orders are placed on non-stock itenms. The processing cycle
for purchased itenms vary depending on source and availability of the requested
item

4. Periodical Subscriptions. The DirAR will approve/di sapprove al

peri odi cal subscriptions purchased with appropriated fuods. Al requests for
subscriptions will be submitted to the DirAR under the signature of the staff
agency head.

a. Heads of staff agencies wll:

(1) Prior to signing any requisition to purchase a periodica
subscription, ensure the subscription is nission essential and the requisition
states why needed. M ssion essential periodicals relate to m ssion
acconpl i shmrent and enaance the professional growth of the Marines.
peri odi cal s needed to performa job, those authorized by Marine Corps orders,
and those whose absence woul d adversely affect job perfornance are included in
this definition.

(2) Ensure authorized periodicals, both specialized and genera
interest, are made readily available to all interested personnel or offices.
Sharing periodicals will preclude uecessary duplication of subscriptions.

b. The DirAR (ARD) will:

(1) Review and approve/di sapprove all requisitions to purchase
peri odi cal subscriptions.

(2) Maintain a record of all approved requests for paid periodica
subscriptions, and provide this record to the staff agency heads for review
annual | y.

5101. 5ECURITY OF OFFI CE EQU PNENT. To ensure the security of office

equi pnent, lock up pilferable itenms during nonworking hours. Report m ssing
CGovernment property imediately to the FPS, room 1036, ext. 42121, and foll ow
up with a menorandumreport to the DirAR (ARD), via the staff agency

Responsi ble O ficer (RO, by the first working day foll owi ng di scovery of the
| oss.
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5102. ASSI GNMENT AND DUTI ES OF RESPONSI BLE OFFI CERS

1. Anyone acting in a conmand or supervisory capacity may be assigned duties as a RO
and will be responsible for all accountable property issued to their account.

2. Heads of staff agencies, or their designated representative, will nomnate ROs in
writing, when a new account is established or at | east 20 days prior to the relief of a
currently assigned RO by submitting a nmenmorandumto the DirAR (ARD), in the format
contained in figure 5-1.

3. ROcontrolled property includes office nmachi nes, nonexpendabl e, account abl e-type
itens and equi pnent, and such other expendable or highly pilferable-type itens for
whi ch custodial controls are specified by the DirAR RO s are responsible for

a. Formal Account. Al nonexpendable itens under $15,000 which do not need
mai nt enance agreenents such as general officer furniture and flags, and itens
contai ning serial nunbers such as handhel d cal cul ators, electric pencil sharpeners and
staplers, mcrofiche viewers, desktop cal cul ators, ADP equi prent, and other itens as
specified by the DirAR

b. Plant Account. Al items with an initial acquisition cost in excess of $15, 000
such as copy machi nes, reader/printer equi pnent, and conputer/word processi ng systens.
Any tine a serialized itemor conmponent is renoved/ relocated or replaced, the action
will be reported in witing to the DirAR (ARD).

4. Appointed ROs will ensure property under their charge is safeguarded, maintained,
adm ni stered, and accounted for at all tines.

a. ROs will obtain subsidiary receipts fromthe persons having possessi on of
public property. Either a locally devised recei pt or Equi pnment Custody Record (4440)
form (NAVMC 10359) will serve this purpose

b. ROs will ensure transfers of accountable public property are properly
docunent ed. In no case is an RO relieved of accountability for public property
wi t hout appropriate docunentation. RO s are not authorized to give away, |oan, or
di spose of public property.

5. The follow ng procedures apply for all accountable public property in the custody
of RO’ s:

a. A formal account Consolidated Menorandum Recei pt (CMR) serves as the fornal
control docunment for all nonexpendabl e accountable itens and specified expendable itens
requiring custodial control

b. A plant account CMR serves as the formal control docunent for all plant account
accountabl e itens.

c. The original, signed CMR' s are kept by the DirAR (ARD) at all tines.

d. RO s are given a duplicate copy of the CMR for use in verifying the fornmal
property and plant account itens charged to their account.

e. Signed copies of the NAVMC HQ 333 requesting i ssue or the turn-in of
accountable itenms will serve as debit or credit slips pending renewal of the CWR

f. The issue or turn-in of accountable itens will be noted on the original CVR as

transactions occur. It is the ROs responsibility to make simlar entries on the
retai ned copy of the CWR
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5103. BUI LDI NG REPAI RS AND MAI NTENANCE

1. DoD, Washington Headquarters Services (WHS) is responsible for building
repai rs and mai ntenance, to include repair or replacenment of permanent
fixtures such as fluorescent l|ights, w ndows, door |ocks, heating, and air
condi tioning equi pment, plunbing fixtures, venetian blinds, and floor tiles.
Requests from staff agencies in FB#2 for mai ntenance or repair will be
directed to the DirAR (ARD). Request for maintenance or repairs in C arendon
Square will be directed to the Adm nistrative O ficer, COVWARSYSCOM or DC S
| & before forwarding to the DoD Buil ding Admi ni strator, C arendon Square
Bui | di ng.

2. Housekeeping and d eanliness. The building nmanagers of FB#2 and the

Cl arendon Square Buil ding are responsi bl e for keeping the building and grounds
neat and clean. Although custodial services have been contracted to do the
cl eani ng, each person is responsible for keeping their work area cl ean

a. Custodial cleaning services include:

(1) Daily enptying of wastebaskets, dusting and spot vacuum ng
conpl ete vacuum ng and sweepi ng weekly; and nont hly noppi ng and buffing of
tile floors. Daily cleaning of restrooms, sweeping or vacuum ng of entrances,
| obbi es, and corridors, and policing of entrances, |obbies, and corridors.

(2) Report problens to the appropriate DoD Buil di ng Manager.

b. Pl acing unserviceable or excess furniture, equipnent, partitions, and
extraneous items such as skids, enpty boxes, and obsolete publications in
public corridors is prohibited by building regulations.

c. GOccupants are responsible for arranging the renoval of excess
furniture and naterial as foll ows:

(1) Submit a requisition to the DirAR (ARD) to request pickup of
excess, unserviceable furniture, equipnent, partitions, and other
nonchargeabl e itens. These itens will be held in the office spaces until they
can be picked up.

(2) Call the DirAR (ARD), extensions 41748 or 43123 to arrange pickup
of excess material, enpty skids, packing cartons, etc.

(3) Call the DoD Building Manager, extension 42177 at FB#2, to arrange
pi ckup of bul k paper itens such as obsolete files, conputer printouts, and
publicati ons.

3. Facilities, Safety, Health, and Fire Protection Representatives

a. Federal Property Managenent Regul ations (FPMR), par 101-20.109. 3,
requi res agenci es occupyi ng DoD-owned/ control |l ed buildings to appoint a
safety, health, and fire liaison to establish safeguards that will nininize
personal harm property danage, or inpairnment of agency operations. The DirAR
(ARD) is assigned this responsibility for HQMC. However, to ensure spaces
occupi ed by HQVC personnel neet or exceed accident and fire prevention policy
objectives, it is necessary for staff agencies to appoint a representative to
assist the DirAR (ARD) in carrying out this responsibility.

b. Because of the frequent turnover of personnel assigned to HQVC, staff

agencies will assign this responsibility to an authorized Tb billet requiring
a Lt Col/above. Staff agencies are also required to keep the D rAR (ARD)
i nformed of the name of the incunbent filling the assigned T/O billet.

c. In addition to the duties outlined in the FPMR the staff agency
representatives will be responsible for
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(1) Ensuring their personnel conply with paragraphs 5103.1 and 5103. 2.

(2) Inspecting all spaces occupied by their staff agency or division
and adj oi ning public areas (corridors, restroons, sinkroons, etc.).

(3) Initiating appropriate action follow ng paragraphs 5103 and 5104,
to correct any discrepanci es noted.

(4) Maintaining a |og of discrepancies noted, dates and actions taken
and dates of correction or followp actions.

4. Building Equipnent. Personnel may not nove door sign hol ders and other
bui | di ng equi prent from one roomto another. Any such relocations nust be
requested on NAVMC HQ 333 and subnmitted to the DirAR (ARD)

5. Central Air conditioning/Heating. Federal property Managenent Regul ations
speci fy that, during working hours, roomtenperatures will be kept at 78-80
degrees fahrenheit in the sunmer and 65-68 degrees fahrenheit in the winter
Central systens are nonitored and controlled by building engineers through a
series of central control panels.

a. FB#2 is cooled and heated by a conbination of fresh air and
chilled/ hot water convector systems. The air vents provide circulation while
the convector units provide the cooling/heating of internal air. System
ef fecti veness depends on equalized air pressure throughout the building. The
bl ocki ng of fresh air vents, opening of w ndows, or storing of material in
front or on top of convector units could cause inproper functioning of the
system not only in the inmediate area but in all roonms of the wing or zone.
Any nmal functions in the cooling/heating systemor equi prent should be reported
to the DoD Building Adninistrator at extension 42177.

b. The d arendon Square Building is cooled and heated by a central forced
air distribution system and individual heating elenments on exterior walls
controll ed by building engineers. The height and | ocation of partitions in
these buildings are the primary cause of inadequate air circulation and
reduced effectiveness of cooling and heating in office spaces. Any
mal functions in cooling/heating should be reported to the DoD Buil di ng
Adni ni strator.

6. Corridor Signs

a. Only standard corridor 6- by 8-inch red cards with yellow lettering
are authorized for offices other than general officer suites. On the fourth
floor of FB#2 signs are 1-inch, strip-type consisting of roomnunbers over
doors and three strips for office titles.

b. The sign nay contain 3 lines of not nore than 26 spaces per line
depending on the type of holder. Room nunbers will remain in the sign hol ders
at all tines. The nanes of incumbents of specific billets will not be shown
on corridor signs except for general officers.

c. For uniformty purposes, it is suggested that signs include the
fol | owi ng:

(1) Nane of staff agency.
(2) Name of next subdivision in order of inportance.
(3) Name of next subdivision if desired.

d. Send requests for corridor signs to the DirAR (ARDE)
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7. lnstallation and Operation of Coffee Messes. Staff agencies wishing to
have cof fee nmesses nust send a nenorandum via the head of the staff agency, to
the DirAR (ARD) for forwarding to the DoD Buil ding Manager. The request wll
descri be the appliances, its intended use (coffee or water), nunmber of users,
and proposed | ocation. Before a pernmit is issued, the installation nmust neet
the foll owi ng requirenents:

a. Safety Requirenents

(1) The electrical circuit nmust be able to handle the additional | oad.

(2) The appliance nust bear the |abel of Underwiters Laboratories or
ot her approved testing | aboratories, be free of any defect at the time of
installation, and be inspected and approved by a qualified electrician

(3) Al electrical appliances nmust have indicator lights that remain
lit as long as current is being supplied to the appliance, and preferably
contain an on-off swtch.

(4) Al electrical appliances shall be turned off pronptly after use
to avoid overheating and creating a potential fire hazard.

b. Install ati on Reauirenents

(1) No obstruction shall be within 48 inches of the front of the
appl i ance. The cl earance between the appliance and unprotected conbustibl es
will be at least 6 inches on all sides facing the conmbustible material, and 36
i nches overhead. |If exposed to conbustibles where these cl earances are not
possi bl e, the conmbustible material mnmust be protected by sheet nmetal not |ess
than 24-U. S. Gauge. Required netal shields will be paid for by the users.

(2) If the appliance has | eg supports less than 3 inches high, it wll
be installed on an nonconbusti bl e base, or installed on a stove or counter-
type mat with netal surface and water resistant insulated back. |If the
appliance has | eg supports 3 inches or higher, it may be installed on a
conbusti bl e base covered with sheet netal not |ess than 24-U. S. Gauge.
Materials will be paid for by the users

c. Sanitation Requirenents

(1) Coffee grounds shall be disposed of in plastic bags, either in
pl astic-lined-trash cans found in sinkroons or in bags paid for by the user
Do not put coffee grounds down the sink

(2) The heating of food is not allowed and the use of hot plates or
simlar stove-like appliances is prohibited. Liquids should be heated in
cof fee pot or hot-pot type appliances.

(3) Keep all equi pnment clean and sanitary. The accunmul ation of dirty
di shes, cups, and other accessories is not allowed. Keep stores of sugar
cream and simlar itenms in tightly closed containers.

d. Vendor-Oaned Equipnent. To prevent commercial vendors from putting
unaut hori zed cof feemaki ng equi pnment in Governnent occupi ed spaces, the
followi ng conditions nmust be net to obtain approval of any informal contract
agreenment with coffee vendi ng conpani es.

(1) No personal profit is to be gained fromthe sale of coffee.

(2) Coffee ness outlets nust be approved prior to installation of
cof f eenaker.

(3) Cof feenmakers nust be inspected and approved prior to use.
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e. Building Manager |nspection. DoD will inspect periodically, al
installations of electrical appliances to guard against a possible fire
hazard. |If an installation does not conformto safety, installation, and
sanitary reguirenents, it will be renoved

8. Decorations. Festive decorations may be set up in HQWVC occupi ed spaces
under the follow ng conditions:

a. Mnufactured decorations, such as crepe paper, drapes, curtains,
cotton, cardboard, flock, and simlar material are flaneproof. At no tine
wi |l spray-on type decorations be allowed. only masking tape nay be used to
hang decorations on walls or doors.

b. Christmas Trees

(1) Live trees are not permtted.

(2) Artificial trees nust be flane-proof to the satisfaction of the
Fire Marshal .

(3) Artificial trees may not be set up before 10 Decenber and nust be
renoved by 3 January.

(4) Artificial trees must be properly placed. Trees nust not block an
exit door or obscure an exit sign

(5) only decorations of non-flanmable material are permtted.
(6) Candles or flanme decorations are not pernitted.

(7) Electrical wiring may not be used on netallic trees. Metallic
trees may be illuninated by use of spotlights placed at a safe distance.

(8) Electric lights used on trees nust conformto the appropriate
jurisdictional code and be U.L. approved.

c. Holly, cornstalks, straw, and sinmlar materials shall not be used.

9. Energy Conservation

a. Federal property Managenent Regul ati ons mandate the practice of energy
conservation in all DoD~controlled space. Cooling and heating of space and
lighting should be reduced to nmininal acceptable standards for persona
confort. The use of threshold heaters, portable space heaters, portable
electric fans, or any other energy consum ng device in covernment-owned or
-l eased space is not authorized. Enployees are encouraged to:

(1) use mnimumartificial lighting during daylight hours.

(2) Keep all unnecessary lights turned off, such as those in
storeroons, closets, or other spaces not being occupied.

(3) Turn off lights, machi nes, and appliances when | eavi ng t he work
ar ea.

(4) Keep wi ndows and outside doors closed at all tines.

(5) In areas containing individual w ndow air conditioning units,
cl ose the danpers which admt outside air.

(6) Dress appropriately for |lower wi nter tenperatures and hi gher
sumer tenperatures.
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(7) Do not turn on equi pnent such as copy nachi nes, typewiters,
calculators, etc., until needed. Turn equipnent off when no |onger in use.

(8) Use stairs in lieu of elevators.

(9) Draw or partially close blinds, shades, and draperies on the sunny
side of the building during hot weather and open during cold weather for solar
heat gain

(10) Notify the DCD Building Adm nistrator of any areas requiring
service to prevent waste of utilities.

b. Exceptions to paragraph 9a, may be granted to protect or operate
speci al i zed equi prent such as conmputers, but only after consultation with
techni cal personnel, and presentation of supporting evidence that supplenenta
cooling/heating or lighting is required. Any exceptions nust be approved by
the DOD Buil di ng Admi nistrator and be concurred in by appropriate energy
conserration coordinators.

5104. BUI LDI NG ALTERATI ONS

1. DOD (WHS) provide building alteration services including construction and
removal of peraanent partitions, installation and relocation of electrica
outlets or power poles, and painting. The Washi ngt on Headquarters Services
Bui | di ng Adntui strator Rust approve all alterations. Projects of mgjor
proportions require further approval by the Federal Buil ding Fund

Admi nstrator of the Naval District of Washington (NDW and the O fice of the
Secretary of Defense (OSD). As such, all proposed noves involving alterations
must be coordinated with the DDrAR (ARD). Subnmit all requests for alterations
on a NAVMC HQ 333 with floor plans indicating work required to the
Dir AR (ARD).

2. Extension Cords. Extension cords will not be used as a substitute for
permanently installed receptacles. |If used as tenporary power source,
extension cords wll:

a. Be approved by an underwiters |aboratory and be of heavy duty design

b. Be three-wire with the three-wire properly installed as an equi prment
ground connecti on.

c. Be protected against accidental danmage that nmay be caused by traffic,
sharp corners, or pinching in doors. They will not be fastened with staples,
hung fromnails, suspended by wire, etc.

3. Unauthorized Alterations. Federal Property Nanagenment Regul ations
prohi bit individual "self-help" alterations or inprovenents in any DCOD
controlled space. Only DOD nay nake alterations and inprovenents. Any

i ndl vi dual maki ng unauthorized alterations or inprovenents will be held
financially responsible for restoring the space to its original condition

4. Contract Mdifications. Approved alteration work requests are binding
contracts between the Marine Corps and DOD, therefore no changes negoti ated
bet ween occupants and worknmen are authorized. |If legitinmate requirements have
changed, contact the DirAR (ARD) to either uodify or cancel the approved work
request.
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5. Alterations and Construction Plans. vRequisitions involving alterations or
nmodi fications to existing space, including extensive electrical outlet

rel ocati ons, nust be acconpani ed by proposed office | ayouts including
ferniture | ocations and grades of personnel occupying desks |located within the
space. The DirAR (ARD) will provide assistance and gui dance in preparation of
design | ayouts upon request.

5105. DI SPLAYS I N MAI N ENTRANCE LOBBY AT HEADQUARTERS MARI NE CORPS. The
DirAR (ARD) is responsible for the decor of the nmain entrance | obby at HQWVC
HOMC activities wishing to scbedule tenporary exhibits in the | obby mnust
contact the DirAR (ARD), requesting approval to include type of display,
justification, and inclusive dates.

5106. HEADQUARTERS BULLETI N BOARDS

1. The DirAR (ARA) maintains the bulletin board | ocated between roons 1018
and 1020. Individual S who desire to post an advertisenment will prepare it on
a 3X5 card, using the follow ng guidelines, and subnmit it to the DrAR (ARA)
room 1006.

a. Type or print advertisenent |engthw se (see figure 5-2).

b. List the owner’s nane, organi zation, office phone, and room nunber on
t he back of the card.

c. Use an appropriate heading (i.e., House for Sale, Auto wanted,
Furniture for Sale, etc.) with only simlar items on one card.

Accept abl e advertisenments will be posted for 30 workdays and then renpved
If space on the board permts, advertisenents may be renewed upon request.

3. Comercial, help wanted, personal service, organi zational or club notices,
and simlar-type advertisenents will not be accepted or displayed.

4. A bulletin board containing itens of interest to mlitary personnel is
| ocated in room 1006 and nmi ntai ned by the DirAR (ARA)

5. Heads of staff agencies who naintain a bulletin board will ensure:
a. Witten regul ations governing the use of bulletin boards under their
cogni zance are published and outline the types of itens acceptable for

posti ng.

b. Bulletin boards are kept in a neat, orderly nmanner and only officia
matter is posted. Recreational information is considered official matter

c. Bulletin boards are inspected frequently to ensure no materia
prejudicial to the naintenance of good order and discipline is displayed.

5107. POSTI NG OF NOTI CES AND OTHER NMATERI ALS ON WALLS, DOORS, AND ELEVATORS
OF FEDERAL BUI LDI NGS

1. Followi ng DoD Public Building Service (PBS) regulations, all itenms for
posting will be placed on bulletin boards only. No naterial is to be fastened
to walls unl ess approved by DOD Buil di ng Adni ni strat or

2. Posting material by taping to walls, doors, and elevators is unsightly and
causes danmge to the surface finishes involved
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5108. SMXXING I N HOMC OCCUPI ED SPACES

1. A snoking policy has been established per guidelines set forth by DoD.
Requl ati ons for snoking in HQMC-occupi ed spaces, except Henderson Hall, are
publ i shed and distributed by the Building Adm nlstrator in the form of
Washi ngt on Headquarters Building G rculars. Specific policy covering HQVC
personnel is outlined in MCO 5100.26. The policy states that snoking is
prohi bited except in designated areas. Unl ess otherw se designated by the
DirAR, smoking is prohibited in all HQWVC assi gned spaces; i.e., those spaces
specifically designated for use or occupi ed by HOQMC personnel, such as

of fices, auditoriuns, conference roons, training areas, |obbies, corridors,
el evators, stairwells, restroons, eating areas, warehouse, storage, and

| oadi ng dock areas.

2. The Building Administrator may, as directed by GSA, publish additiona
gui delines pertaining to this policy.

5109. PROH BITION ON ALCOHOL. Al coholic beverages are not pernmitted on the
Pent agon Reservation (of which Federal Building Nuner 2, Arlington Annex is

i ncluded) without witten perm ssion fromthe ACMC. Submit requests for the
use of al coholic beverages to the ACMC via the Director of Adm nistration and
Resource Managenent (DirAR). The DirAR will forward such requests to the ACMC
for approval or dispproval, and provide a copy of any approvals to the Defense
Protective Service.

5110. ENTRAPMENT I N ELEVATORS. Elevator malfunctions are extrenely dangerous
to both passengers and rescuers. To reduce the possibility of physica
injury, the follow ng procedures shall be observed:

1. Engage the alarmbell inside the elevator car

2. Use the elevator telephone to call authorities as outlined on posted
energency instructions. |If no instructions are posted, passengers should cal
their office and request the Buil ding Manager or Federal Protective Service be
notified.

3. Wit for DOD authorized el evator nechanics.

4. Do not try to force open elevator doors or |eave stalled el evator cars
unl ess instructed to do so by DOD el evat or nmechani cs.

5111. REQUEST FOR SPACE ALLOCATI ON AND UTI LI ZATI ON

1. The DirAR (ARD) is responsible for the planning, allocation, and
managenent of space.

2. The DirAR (ARD) will make space assignnments in conpliance with DoD
criteria standards except when avail abl e space assets, building structural
design, or other factors prevent adherence to the follow ng authorized

al I owances:
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a. Private Ofice Space

P-1 600 SQFT CMC, ACMC

P-2 400 SQFT Deputy and assistant chiefs of nmilitary services or
heads of offices reporting directly to positions in P-1 category.

P-3 300 ST Division heads (SES, general, and above), or deputies
to positions in P-2 category.

P-4 200 SQFT Division heads (Gw 15/ 14, colonel), or conparable
positions requiring private offices.

P-S 150 SQT Division heads (Gw 13, |ieutenant colonel), or
conpar abl e positions needing private offices, branch heads (Gw 15/14/13,
colonel, lieutenant colonel), who report to positions in P-4 category, and
adm nistrative or professional personnel (Gw15/14, colonel) who require
private offices.

P-6 100 SQFT Branch heads (GS-12, nmjor and bel ow or conparabl e
positions), and adm nistrative or professional personnel (Gw 13, |ieutenant
col onel and bel ow) who require private offices.

b. Open Ofice Space

0-1 110 SQFT Unit supervisors (GS-9, E8, WO, 01, or above) who
supervi se six or nore enpl oyees

0-2 90 SQFT Unit supervisors (GS-7, E7, or below) who supervise six
or nore enpl oyees, and administrative or professional personnel (GS-7, E8, 01
or above).

0-3 60 ST derical, stenographic, and all other personnel
3. \When requesting additional space to acconpdate approved expansi ons or new
prograns, staff agencies shall submt their space requirenents based on the
af orementi oned al | owances.

a. Requests will indicate if the requirenent is:
(1) Internediate - needed within the next 8 nonths.
(2) Current - needed within the next fiscal year

(3) Long Range - needed within the next 5 years.

b. Heads of staff agencies are responsible for the proper use of
al | ocat ed space.

c. The DirAR (ARD) will conduct periodic surveys to ensure space is being
properly used. Based on these surveys, the DirAR (ARD) may nake
real | ocations
of space as appropri ate.

d. Staff agency requests for additional space shall be acconpani ed by

conmpl eted Request for Space (SF 81) supported by DoD Space Requirenents Data
Forms DD- 1450 and DD- 1450-1
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4. Annual ly each staff agency nust subnit an original DoD Space Requirenents
Data Forms DD- 1450 and DD-1450-1 to the DirAR (ARD) no |ater than

30 Septenber. Staff agencies should base this report on their on-board
strength and current T/ O broken down by officer, enlisted, and civilian
Vacanci es should be identified and submitted with authorized space allocation
for the position.

5. The DirAR (ARD) is responsible for maintaimng space and personnel figures
for use in preparing reports to higher authority as required, and to justify
current space allocations.

5112. EUNDI NG FOR HEADQUARTERS EQUI PMENT AND SERVI CES

1. To deternine funding requirenents for Headquarters equi pnment and services,
an annual survey is conducted during the fourth quarter of each fiscal year

A Headquarters bulletin in the 7100 series is published requesting staff
agencies to provide projected requirenents to be included in the D rAR POM
subm ssi on

a. The information required in these survey reports will be: known or
anticipated new requirenments for itens such as office furnishings, office
machi nes, word processing equi pnent, Cass |l ADPE (personal conputers,

m croconput ers, software packages, systens accessories or furniture, and other
speci al i zed equi prent or services), and for services provided from sources
out si de HQVC such as mcrofil mng, data processing services, conmercia
conference facilities, and building alterations.

b. Requirenents for services and equi prent not identified in the survey
wi Il not be accommpdated. In certain circunstances, however, unbudgeted
requi renents nay be offset by a budgeted requirenent. |If such substitution is
not practicable, supplenental funding nmay be requested and obtai ned during
m d-year review if adequate justification is provided.

2. The DirAR (ARD) nust be kept informed of any proposed operational changes
that could result in the unprogramred expenditure of funds. Such proposed
operational changes include, but are not limted to:

a. Personnel increases, reorgani zations, revised operating procedures, or
other internal staff agency actions requiring additional furniture, equipnent,
or expensive supplies.

b. Requirenents for nmajor building or facility alterations involving

construction or electrical/plunbing system nodifications to accompdate
per sonnel and/or equi prent.
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4400

Code

Dat e
MEMORANDUM

From Appropriate Headquarters Staff Agency
To: Director of Adm nistration and Resource Managenent (ARD)

Subj :  ASSI GNENT AND DUTI ES RESPONSI BLE OFFI CER

Ref : (a) MCO P4400. 15, Consuner-Level Policy Mnual
(b) MCO P5000.__ HQADM NMAN

1. Effective (20 davs prior to relief), (New RO nane and grade)
wi Il assurme the duties of RO for account nunmber relieving
(Nanme and grade).

2. The above individuals will conduct a joint inventory of all custodial and
pl ant property on charge and report all overages or shortages in witing to
the Director of Administration and Resource Managenent (ARD) by the above
effective date. The references refer.

3. The ROw Il report to room 1205, ARLEX to sign the original Formal Account
and Pl ant Account CMR
Figure 5-1.--Assignnent and Duties of Responsible Oficer.
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HOUSE FOR SALE - $96, 500
3 Bedroom 1 1/2 bath, brick ranbler, near schools, bus, and shopping.
In Alcova Heights, 1001 7th Street, Arlington, VA
Hone tel ephone: (703) 311-0000. Located 4 bl ocks from Col unbi a Pike.

(703) 614-6000 DWH (Picture optional) (703) 971-8888 AVH

Figure 5-2. --Advertisenents.
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 2:  COMMUNI CATI ONS SERVI CES

5200. HEADQUARTERS MESSAGE SERVI CES

1. The Arlington Annex Conmuni cations Center (AACC) operates under the

cogni zance of the DirAR and with Navy Liaison support provided by the Director
of Admi nistration Ofice, Bureau of Naval personnel (Pers 01). The AACC
sends,

recei ves, records, and distributes all general service comand nessages for
235

Navy and Marine Corps subscribers. The AACC operates under the gui dance

provi ded by MCO P2000.5, Arlington Annex Communications Center Standing
Operating procedures (ARLEX COVVSOP)

2. The Intelligence Division (INTS) is responsible for transmtting and
recei ving nessages over the Defense Special Security Comruni cations System for
Headquarters Mari ne Corps.

5201. TELECOMMUNI CATI ONS

1. Departnental tel ephone equipnment is installed for official business only.
Al'l existing and new systens will conformwi th the follow ng DoD guidelines to
ensure overall DoD conponent equi pnment |evels are not exceeded.

a. The established ratio of branches (main lines) is one for each three
per sonnel assi gned.

b. The ratio of instrunents to personnel nornally should be no nore than 8
i nstruments per 10 personnel

c. The common tel ephone instrunent is a 10-button set.

d. Mul ti-button tel ephone stations with no nore than 34 buttons are
aut horized for secretaries or receptionists responsible for central answering
services. To receive such instruments requires witten justification

e. Private line equipnment, automatic signaling circuits, speakerphones,
spokesman equi prent, answering devi ces, automatic dialing equipnment, and dia
i nt ercomruni cati ons equi pnent are primarily convenience itenms and their use
severely restricted and not nornally authorized. Requisitions for the above
items nmust be justified and approved by Defense Tel ecomuni cati ons Services -
Washi ngton (DTS-W.

2. Al telephone failures on exchanges 614, 693, 695, 696, and 697 shall be
reported as foll ows:

a. Line problens (no dial tone, etc.) dial 9-611
b. Station equiprment problens (buttons, lights, intercons, etc.) dia
ATTI S
at 1-800-327-6567 and furnish the follow ng:
(1) FB #2: provide |ocation code |L#0133429514, the tel ephone nunber
room nubber, point of contact, and describe the trouble.
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(2) darendon Square Buil ding: Provi de | ocation code |L#00200145837
t he tel ephone nunber, buil ding address, room nunber, point of contact, and
describe the trouble.

c. |If the problemcannot be identified, contact the DirAR (ARD), ext. 33089
and request assi stance.

3. Send requests for tel ecommuni cati ons services involving the di sconnection
nmovenent, installation, or changi ng of equipnent numbers with witten
justification on a NAVMC HQ 333 to the DirAR (ARD). The requisition wll
speci fy the service required, roomnunber |ocation, and floor plan. Al | ow at
| east 20 working days before the service is required.

a. Requests for new tel ephone nunbers must neet DoD criteria, contain
complete justification citing the class of service required, and be approved by
appropriate authority. Access to Defense Switched Network (DSN) A7-
unrestricted is limted to 40 percent of DoD nunbers in use. O assifications of
services avail able are:

(1) A9-Restricted Basic. Provides tel ephone access to all Governnent
centrex systens in the National Capital Region (NCR). This class of service
does not provide access to DSN (8-1evel), local comercial (9-1evel + conmmrercia
exchange), long distance operators (0-level), or direct dial (9-level + Area
Code) .

(2) A7-Unrestricted Basic. Provides tel ephone access to all Governnent
centrex systens in the NCR, DSN, |ocal commercial, |ong distance operators, and
direct dial

(3) B5-Unrestricted. Provides tel ephone access to Governnent centrex
systens in the NCR, and |ocal comercial. This class of service does not
provi de access to DSN, |ong distance operators, or direct dial.

(4) Bl-Unrestricted. Provides tel ephone access to Governnent centrex
systens in the NCR, |ocal comercial, |ong distance operators, and direct dial
This class of service does not provide access to DSN

b. The nornmal new installation will be A9-Restricted service, except when
the user is required to make calls outside the DoD Government systens. When
justified in witing, the mnimmclassification of unrestricted service will be

provided to permt performance of normal duties.

c. The number of branch lines in use and the classification of service
provided is the prinmary basis for allocating costs to the DoD. Therefore,
requests for new nunbers nust be kept at a mninmm and service classification
as restrictive as possible.

d. Tel ephone nunbers exclusively for data or facsinmle equipment will not
be incorporated into normal office tel ephone systens.

4. Installation and user costs have risen dramatically in recent years. Based
on charges prorated to HQMC by DTS-Wthe nonthly cost of each tel ephone
instrunent presently ranges between $35 and $45. Rate increases granted to C&P
Tel ephone Conpany by the Virginia State Corporation have had a direct inpact on
Headquarters tel ecommuni cati ons costs. Annual or sem annual rate increases in
one form or another have been traditional rather than the exception and are
expected to continue in the foreseeable future resulting in restrictions on the
nunber of lines that can be provided for Headquarters Marine Corps.
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5202. TELEPHONE USAGE

1. The followi ng types of tel ephone calls are made to and from HOMC:

a. Local DoD Calls. Local DoD calls are placed to other DoD organi zations
in the NCR These calls may be placed fromany 61- or 69-nunber by dialing the
last five digits of other 61- or 69-nunbers, or 9 plus seven-digits for other
centrex exchanges. There is no charge for these calls.

b. DSN Calls. DSN calls are placed to nmost military installations in
CONUS. These calls can be placed only from A7-Unrestricted class, by dialing 8
to gain access and the appropriate seven-digit nunber. Since DSN is the nost
econoni cal nmeans of |ong di stance conmuni cati ons between subscribers, it will be
used unl ess the urgency denands that a comrercial, |ong distance call be nade.

c. Local Commercial Calls. Local commercial calls are placed to conmerci al
exchanges within the Washington | ocal calling area. These calls can be placed
only from A7, Bl, and B5-Unrestricted class 61- or 69-tel ephone by dialing 9 and
the seven-digit commercial nunmber. Each |ocal commercial call averages $. 10,
creating a cumul ative cost from $75,000 to $90,000 annually to HQVC. Avoid
calls to |l ocal exchanges that are placed by dialing the area code plus seven-
digit tel ephone nunmber as they are billed as toll calls at unnecessary higher
costs.

d. Long Distance Calls. Long distance calls are placed to any point
out side of the Washington calling area, through DoD operators or by direct dial
These calls can be placed only from A7-Unrestricted or Bl-Unrestricted 61- or
69- nunbers by dialing 9, the area code, and the seven-digit nunber desired or
when necessary, dialing 0 and providing the operator with the area code and
seven-digit tel ephone nunber desired, and the number fromwhich the call is
being placed. Operator assisted calls are billed at full commercial rates and
must be limted.

(1) Make long distance calls only for official business when necessary
to prevent travel, or when an urgency exists that cannot be satisfied by nore
econoni cal nmeans, and the destination point is not avail able through DSN
facilities.

(2) Calls dialed directly into the long distance systemare

automatically registered and billed nonthly. Al long distance calls, whether
direct dial or placed through operators, nust be recorded in order to verify
against billing. Show the date of the call, nunber called from and the nunber

and place called to. Limt long distance calls to 5 mnutes or |ess.

(3) Heads of staff agencies should issue appropriate instructions to
their personnel on the control of local and |ong distance tel ephone usage.

2. Toll call records are kept for 6 nonths to verify against nonthly bills.
Records should be arranged to all ow copying of entries upon request.

3. Personnel may use Governnent tel ephones to place personal |ocal and | ong-

di stance calls provided the calls (1) do not adversely affect the m ssion of the
enpl oyee’ s organi zation or the performance of the enployees’ official duties,

(2) are of reasonable duration and frequency, (3) reasonably cannot be nade at
another time, and (4) do not result in a charge to the Governnent even if the
enpl oyee intends to reinburse the Government. A personal |ong-distance cal

nmust be to an 800-toll free number, charged to an enpl oyee’s honme nunber or

anot her non- Gover nment nunber, charged to the called party if a non-Government
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nunber, or charged to a personal tel ephone. Reinbursing the Governnent for
unaut hori zed call s does not exenpt violators fromdisciplinary action. Use of
DoD command and control networks (DSN and Red Switch) is not authorized for
personal calls. Exanples of perm ssible types of personal calls includes:

(1) checking on a fanily nenber.

(2) Making or canceling personal appointnments.

(3) Checking on the status of honme or autonobile repairs.

(4) Notifying the fam |y of unforeseen Governnent overtine requirenent
or other changes in schedul e.

5203. TELEPHONE DI SCI PLI NE

1. Various regulations cover the use of CGovernnment tel ephones and the
penalties

for fraud by wire, radio or television, or schenes to obtain free tel ephone
service. Criminal penalties can also be |levied on persons for destruction of
conmuni cati ons equi pnent operated or controlled by the United States, or for
willfully or maliciously obstructing or interfering with the Governnent
comuni cati ons system

2. As taxpayers, it is in the best interest of all Governnent enployees to
reduce operational costs by using the tel ephones as little as possible while
still accomplishing the mission. The cost of daily operations can be reduced

by:

a. Elimnating excess tel ephones and equi prrent by followi ng DoD criteria
contai ned in paragraph 5202 herein.

b. Elimnating tel ephone abuse in the form of personal calls made from
CGover nent tel ephones.

c. Ensuring tel ephone nove requests are mssion essential to office
functions and that the expense incurred (estinmated at $80) for noving a set is
fully justified and in the best interest of the Governnent.

3. Third Party Calls. C&P Tel ephone Company billings for third party and
collect calls from non-CGovernnent tel ephones charged to HQVC nunbers have been
on the rise. Mny of these calls appear to have been made in violation of
regul ati ons, or were unnecessary. The follow ng procedures will be foll owed
to

control third party calls:

a. Send requests for authority to make third party calls to the DirAR
(ARD)
and provi de:

(1) The nanme and residential telephone nunber of the individua
required
toinitiate calls when conducting official Governnent business.

(2) Justification for the third party calls.

(3) The destination (city/state), nane and tel ephone nunber of the
pl ace(s) normally expected to be called when conducting official Governnent
busi ness.

b. The DirAR will approve or di sapprove requests.
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c. \Were authorization has been granted, a log will be kept with the
foll owing information:

(1) The Government tel ephone nunber calls are charged to.
(2) The date calls were nmde.

(3) The place and tel ephone nunber called from

(4) The place and tel ephone nunber called to.

d. Certifying officers will need this infornation to verify charges when
bills are forwarded for certification

e. Third party charges billed to HQMC where witten authorization has not
been granted, will be refused and rebilled to the originating tel ephone
numnber .

4., Responsibilities

a. Supervisors and nanagers wll:

(1) Ensure that all mlitary and civilian personnel abide by the
regul ati ons.

(2) Identify all excess tel ephone stations and equi pnent and pronptly
request renoval. (Submit requests to the DirAR (ARD).)

(3) Ensure all requests for tel ephone installations or relocations are
essential to staff agency functions, fully justified, and in the best interest
of the Governnment.

b. Staff agency Tel econmuni cations Control O ficers will:

(1) Review nonthly call detail printouts of all |ocal and | ong distance
cal I s.

(2) verify that all calls were nade for official business.

(3) Identify any unauthorized (personal or directory assistance) calls
and the person(s) responsible, collect the costs of those calls fromthose
responsible, and initiate appropriate disciplinary action.

(4) Forward the printout to the staff agency head for certification
?ggurn it to the DirAR (ARD). Staff agency heads may del egate responsibility
for their certification to division directors or their executive assistants,
Z;propriate. Copies of the letters delegating the authority will be provided
:ﬁe DirAR (ARD) for retention.

c. The DirAR (ARD) will:
(1) Review requests for installation, relocation, and renoval of
t el ephone stations and equi pnment, and if the justification supports the cost
i nvol ved, forward the request to the DTS-W
(2) Return staff agency tel ephone requests if the justification does
not
support the cost involved.

(3) periodically spot check the HQMC call detail printout and request
justification for any unusual charges.
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d. Al personnel assigned to or working in HOMC will conply with these
regul ati ons and take positive steps to reduce the Headquarters Marine Corps
t el ephone costs.

5204. FACSIM LE TRANSM SSI ON ( FAX)

1. Facsimle transmssion (fax) is a process where a docunent is fed into a
device which digitizes the information and transmits it over telephone lines to
a designated receiving machi ne that converts the digital transm ssion back to
characters and prints it out on paper. It is referred to as a facsinile
transm ssi on because the output document is a replica of the original docunent.
Facsim |l e transm ssion devices now provide rapid and reliable transni ssion of
virtual ly any docunent over conmercial tel ephone |ines or the Defense Switched
Network (DSN). Fax is rapidly becom ng an acceptedneans of transmitting
correspondence between geographically separated Marine Corps activities.
Facsimle official correspondence requires the same control and accountability
as all other types of official correspondence. Transm ssion of classified
material is authorized only on secure facsimle equi pment networKks.

2. The DirAR (ARE) is responsible for the nanagenent and control of HQWVC
facsimle transm ssion (fax) equipnment resources. The obj ectives of the HQWC
fax managenment programare to determ ne the nost efficient and econom cal neans
of supporting the fax equi prment requirenments of HQVC, to guard agai nst
unwarranted or indiscrimnate fax equi pnent acquisition and use; and to

real |l ocate or dispose of excess fax equi pnment, as appropriate. Staff agenci es
must use NAVMC HQ 333, "Requisition," to request new or replacenent fax
equi prent. Each request nust contain full justification and approval of the

staff agency head.

3. Send requests for fax equi pment to the DirAR (AREA) who will analyze your
needs and determ ne fax equi pment requirenents. Analyses may vary in conplexity
and scope from eval uating the estinmated nmonthly incom ng and out goi ng

transm ssions, to conducting a formal survey using nore detailed data collection
nmet hods.

4. Transnission speeds of fax equi pment vary according to four standard
classification groups established by the Consultative Cormittee on Internationa
Tel egraph and Tel ephone (CCITT). Anal og scanning technology, CCOTT Goups 1 &
2, are slow and are not used by the Marine Corps. Digitized transmitting
technol ogy, CCTT Groups 3 & 4, are much faster, nore reliable, and are the
Mari ne Corps accepted standard. Digital technol ogy coupled with the decreasing
cost of long distance tel ephone service make fax a viable alternative to U S.
Mai | and Naval tel econmunications.

5.  Thermal paper fax transm ssions should not be placed in or becone an
integral part of federal records. Make plain paper copies of all thernal paper
facsimle docunents that are expected to becone part of your records or files.

6. Supervisors at all levels nust exercise sound judgenent when approving the
types of docunments being transnitted by fax to preclude excessive use of fax
equi prent and exorbitant tel ephone cost. Only use fax when the normal node of
docunent routing (mail, telex, email, or voice) is not acceptable. Use one of
the followi ng alternatives to faxing when practical:

a. Emil
b. US Mil if delivery tine of 3 to 5 days is acceptable, see paragraph
5307.
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c. Naval Tel ecomunications (telex), routine precedence, if delivery tine
of next duty day is required.

d. Naval Tel ecomunications (telex), priority precedencel if delivery tinme
of 1 to 3 hours is required.

7. Custodian of Facsinmile Transm ssion (Fax) Equiprment. Each staff agency
assigned fax equi pnment is responsible for custodial and nanagenent
responsibilities. Forenpst is the designation of an individual in close
proximty to the fax equi pnent to serve as the key operator for the equi pnent.
Staff agencies nust provide the nane, grade, office code, room nunber, and

t el ephone nunber of the key operator and an alternate to the DirAR (AREA). The
custodian is a necessary point of contact to ensure proper control and use of
fax equi pnent and perform fax equi pnent requirenents surveys. The duties of the
key operator and alternate are (but not limted to):

a. Oder, store, and nonitor the specific itens and quantity of consunmabl e
suppl i es needed to keep the fax equi pment in operation.

b. Check the fax equi pnent at the start of each workday and ensure it is in
proper working order.

c. Cean the fax equi prment daily and as needed.

d. Be readily available to assist users in |oading paper, clearing paper
jams, and denonstrating the various features of the fax equi pment.

e. Only use a fax transm ssion sheet when it contains additional comrents,
instructions or other information that is not obvious in the basic
correspondence. Advise fax users to enter the office code, nane, tel ephone
nunber or other pertinent information about the recipient and sender on the
first page of the docunent instead of using a cover sheet. This saves the
t el ephone costs of transmitting an additional page.

f. If you have a firmrequirement for a fax transmttal sheet, obtain a
master Fax Transmittal Sheet fromthe DirAR (AREA) and ensure sufficient copies
are available for fax users. |If you have requirenents that are not addressed in

the master Fax Transmittal Sheet, you nmay design one for your specific use, but
as a mnimmit nust contain:

(1) The date of transm ssion, the nunber of pages transmtted, an
abbrevi ated subj ect of the document being transmtted and any comrents/remarks
deenmed necessary.

(2) The identity of the sender to include their fax and tel ephone
nunber .

(3) The identity of the recipient to include their fax and tel ephone
number .

g. Prepare NAVMC HQ 333, "Requisition," in duplicate, to order consunabl e
supplies, and to request equi pnent nai ntenance, repair, or service.

h. Maintain a copy of each NAVMC HQ 333 submitted for supplies or services.
I medi ately follow ng each service visit, validate/sign the original copy of the
repair voucher left by the service technician. Mke/retain a copy of it and
forward the original to the DirAR (ARDC) for paynent of the invoice sent by the
repair conmpany. These files may be requested by the DirAR (ARE) periodically
for evaluating the service record and mai ntenance history of the fax equipnent.
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i. Establish and naintain a record of the monthly volume of incom ng and
out goi ng fax docunents. Mst fax equi pnment can provide a daily or nonthly
record of fax traffic. |If your fax does not have this capability, a master
Facsim |l e Transm ssion Log Sheet is available in AREA, room 1306. This data may
be requested by the DirAR (ARE) periodically for use in evaluating the need for
the existing fax equi pnent or a replacenent.

8. HOQMC Fax Configurations. Fax equipnent acquired for HQVWC use nust conply
with ML-STD 188-161, interoperability and performance standards for digita
facsimle equi prent. These standards enconmpass two basic types: CCTT Goup 3,
whi ch has a data speed of 9600 bps and transm ssion tine of 15-20 seconds per
page, is normally placed at |ocations where the current or anticipated fax
volume is sufficient to economcally justify its use. CCITT Goup 4, Cass 1,
whi ch has a data speed of 64 kbs and transmission tinme of 3-5 seconds per page,
is only placed at | ocations where tine criticality and volume of transm ssions
have been docunmented and archival quality of docunents is required. Fax

equi prent | ocations are assigned one of three categories:

a. General Purpose Fax: Fax equipnent that is strategically |located within
t he Headquarters conplex for the use of all staff agencies. No single staff
agency has priority on fax equi pment |located in general purpose |ocations.

b. Special Purpose Fax: Fax equipnment that is only authorized when and if
the activity' s operational requirenents warrant. While the equipnent in these
| ocations is primarily dedicated to neeting the needs of the staff agency to
whom t he equi pnent is issued, staff agencies possessing special purpose fax
equi prent shoul d al | ow personnel from nei ghboring HQMC of fi ces, regardl ess of
organi zational entity, to use it if no serious disruption to normal operating
procedures will result. A speci al purpose fax nmay be withdrawn if changes occur
to the original requirenent justifying its approval.

c. Restricted Access Fax: This category is assigned for security reasons
to locations that are Iimted or controlled access areas. Access to this
category of fax equipnment is controlled by the staff agency where it is |ocated.
Under certain conditions, when determ ned by the DirAR, equipnment |ocated in
restricted access locations may be used for supplemental support of specia
pur pose and general purpose stations; e.g., unforeseen peak | oads.

9. HOMC Fax Equi pnent Locations. HQMC fax equi prment |ocated in staff offices
are normal |y designated as general purpose fax for maxi mum use of all
Headquarters personnel. No staff agency has priority on a fax nor will they
preenpt or deny access to any authorized user. See paragraph 5204.7c, for
exceptions. Plant account custodians may not change the fax equi pnent
configuration or its location without prior approval of the DirAR (ARE). The
| ocation of authorized fax equi pnent, the custodian, the category and fax

t el ephone nunber are listed on the HQMC LAN "Bul l etin Board."

5205. TELEPHONE RECORDI NGS. Recordings of tel ephone conversations nust be
justified by mlitary necessity. Recordings will be nade only with the prior
consent of the party being recorded. Al recording apparatus will be equi pped
to deliver the proper tone signal on the Iine during conversation and shal
consi st of a short high beep every 15 seconds.

5206. REDUCTI ON OF TELEPHONE AND MESSAGE TRAFFIC I N AN EMERGENCY. When an
actual or sinulated energency arises, or is anticipated, it is necessary to
reduce the volune of message and | ong distance tel ephone traffic sent over
communi cati ons systens. The reduction is nmade by issuing an order to
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"MNMZE." Regulations on the nmininze systemare contained in MCO P2000. 5,
Arlington Annex Comuni cations Center Standing Operating procedures.

5207. TELEPHONE PRECEDENCE SYSTEM

1. Ceneral. A telephone precedence system simlar to the one in effect for
witten nessages, has been set up to inprove the ability of DoD tel ephone
users

in conpleting urgent calls. The precedence of a call is based entirely on the
urgency of the information being exchanged.

2. Applicability. The precedence systemapplies to all voice comrunication
facilities of the DoD

3. Guidance

a. The precedence system can be a valuable aid in effecting rapid
conmuni cation on urgent matters. Abuse of the systemconpletely nullifies its
usefulness to all tel ephone users.

b. The success of the system depends entirely on the conscientious
application of the guidelines stated herein for the use of each precedence
| evel .

4., Description of precedence lLevels and Guidelines for Application

a. precedence Designator -- FLASH
(1) Nunerical Category -- 1
(2) Transnission preenption -- Transnission preenpt has precedence

over calls of |ower precedence. Preenpts |ower precedence calls to obtain a
circuit. My be preenmpted by the use of the FLASH OVERRI DE capability

avail abl e

t o:

(a) The president, Secretary of Defense, and Joint Chiefs of
Staff;

(b) Commanders of the Unified and Specified Commands when decl aring
ei ther Defense Condition One or Defense Energency;

(c) CI NCNORAD when decl aring either Defense Condition One or Air
Def ense Emer gency.

(3) Application -- FLASH precedence is reserved for alerts, warnings,
or
ot her energency actions having inmedi ate bearing on national, comand, or area
security (e.g., presidential use; announcenent of an alert; opening of
hostilities; land, air or sea catastrophes; intelligence reports on natters
| eading to eneny attack; potential or actual nuclear accident or incident;
i mpl enent ati on of services unilateral energency actions procedures, etc.).

b. Precedence Designator -- | MVEDI ATE

(1) Nunerical Category --2

(2) Transnission preenption -- Preenpts |ower precedence calls.
(3) Application -- | MVEDI ATE precedence is reserved for vita

conmmuni cati ons:

(a) Having an inmedi ate operational effect on tactical operations;
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(b) Which directly concern safety or rescue operations;

(c) Which affect the intelligence conmunity operational role
(e.g.,
initial vital reports of damage due to eneny action; |and, sea, or air reports
whi ch nust be conpleted fromvehicles in notion such as operational m ssion
aircraft; intelligence reports on vital actions in progress; natural disaster
or
wi despread damage; emergency weat her reports having an i nmedi ate bearing on
m ssion in progress; enmergency use for circuit restoration; use by tactica
command posts for passing i mediate operational traffic, etc.).

C. Precedence Designator -- PRIORITY

(1) Nunerical Category -- 3
(2) Iransm ssion preenption -- preenpts ROUTINE calls.
(3) Application -- PRIORITY precedence is used for calls needing pronpt

conpletion for national defense and security, the successful conduct of war,
or

to safeguard life or property; but do not require higher precedence (e.g.
reports of priority land, sea, or air novenent; adninistrative, intelligence,
operational, or logistics activity calls needing priority action; calls that
woul d have a serious inpact on mlitary, admnistrative, intelligence,
operational, or logistics activities if handled in a ROUTINE call). Nornally,
PRIORITY will be the highest precedence which nay be assigned to

adm nistrative

matters for which speed of handling is of paranount inportance.

d. Precedence Designator -- ROUTINE

(1) Nunerical Category -- 4

(2) Transm ssion Preenption -- Handl ed sequentially as placed by
calling
parties.

(3) Application -- ROUTINE precedence is used for all officia
t el ephone

comuni cations not requiring assignment of a higher precedence. Most calls
will

be of ROUTI NE precedence. ROUTI NE precedence shoul d be used by all users,
even

t hough the authority and the capability have been given to use a higher

pr ecedence.
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CHAPTER 5

HEADQUARTERS SERVI CES

SECTI ON 3: MAIL SERVI CE

5300. OFFICIAL MAIL

1. Only official postal service is available at this Headquarters, to include
regi stered, certified, insured, and express nail. The DirAR (ARAA) exercises
adm nistrative and technical control over nmail policy matters and requests for
i nformati on or any nmil service problens should be directed to that office.

2. Al official mail handl ed and processed by the DirAR (ARA) will follow the
Department of Defense postal Manual, Volunmes | and Il (DoD 4525.6-M

MCO P5110. 4, procedures set forth in this Manual, and applicabl e portions of
postal publications and directives.

5301. LOCATI ON AND HOURS OF OPERATI ON

1. The Headquarters Mail and Files Section is located in roons 1303 and 1305,
ARLEX and is open from 0700 to 1630, Monday through Friday except holi days.

2. Al official mail to be sent out nust be delivered to room 1305 by 1530.
Al certified and registered official mail will be delivered to room 1303 hy
1500. Routine nail delivered after 1530 will be posted the foll ow ng workday.
Al offices will make every effort to get their nail to the Headquarters Mai
and Files Section as early in the day as possible.

3. Depositing outgoing official mail in a U S. postal Service (USPS) mail box
or post office is prohibited.

5302. HEADQUARTERS MAIL AND FI LES SECTI ON SERVI CES

1. Ml addressed to the CMC, without an office code, will be opened and
routed by the Headquarters Mail and Files Section

2. Ml addressed directly to an individual or a staff agency with a conplete
address or office code, will not be opened prior to delivery. If the mail is
classified, it is the responsibility of the individual or the staff agency to
ensure that the docunent is entered into the classified material contro
system

3. The correct mailing address and ZI P code for this Headquarters is (insert
applicable staff agency code in parentheses):

Commandant of the Marine Corps ( )
Headquarters, U S. Marine Corps

2 Navy Annex

Washi ngton, DC 20380-1775
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5303. OQUTGO NG CFFI CI AL MAI L

1. This Headquarters takes part in the Nationw de |Inproved Mail Service
(NIMS) program the principal features of which are:

a. The scheduling of mail so that it noves in an orderly manner
t hroughout the day.

b. Continuing enphasis of "Mail Early in the Day."
c. The use of nine-digit ZI P codes (ZIP + 4) per MCO 5110.5.

2. Include ZIP code and ZIP plus 4 code nunbers in the address on al
out goi ng envel opes. Return addresses on envel opes will include the
organi zation code of the staff agency along with the HQMC 9-digit ZI P code

3. Special mailing services (certified, registered, or express) will follow
the instructions contained in MCO P5110. 4.

4. Headquarters Mail and Files Section uses a direct comrand pouch nailing
system Mail going to major Marine Corps comands is placed in a pouch which
once sealed, is not opened until it reaches the designated conmand. This
results in substantial savings in processing tinme and cost to the Marine

Cor ps.

5. Oficial mail will be in an addressed envel ope before delivery to the
Headquarters Mail and Files Section.

6. |If nore than one piece of correspondence is being sent to the samne
i ndi vidual or address, it should be conbined into one seal ed, addressed
envel ope.

7. MCO P5110.4 provides guidance on letter-size standards set up by the USPS.
When possible, put official mail in standard-size envel opes for nmailing.

8. Nonnmilable Matter, Articles, and Substances. As provided bel ow, any
article, conposition, or material which may kill or injure another, or injure
the mail or other property, is nonnuailable. Harnful matter includes, but is
not limted to:

a. Al kinds of poison or matter containing poison
b. Al poisonous aninals, insects, reptiles, and all kinds of snakes;
c. Al diseased gerns or scabs

d. Narcotics and other controlled substances as defined by Title 21
U S.C 801.

e. Al explosives, flammable naterial, infernal machines, and nechani cal
chenical, or other devices or conpositions which nmay ignite or expl ode.

9. Oficial mail addressed to foreign countries nust have a custons

decl aration form (PS Form 2976-A) or a parcel post custons declaration form
(PS Form 2966-A) attached. These forns nay be obtained fromthe D rAR (ARAA)
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5304. POSTAL COST MANAGEMVENT PROGRAM

1. The use of SPECI AL DELI VERY and SPECI AL HANDLI NG servi ces i s prohibited
for the transm ssion of official mail where costs for these services is borne
by the Marine Corps.

2. PRIORITY MAIL is not authorized w thout specific perm ssion of the

DirAR (ARAA). Joint UniformMIlitary Pay System (JUMPS), Not operationally
Ready Supply (NORS), and Anticipated Not operationally Ready Supply (ANORS)
material, and material critical to aviation or maritinme safety are exenpt from
this restriction.

3. FIRST CLASS MAIL will not be authorized for itens weighing in excess of
11 oz. unless it is specifically authorized by the DirAR (ARAA).

4. FIRST CLASS or PRIORITY MAIL will not be used when nailing directives or

periodicals. These itens will be mailed THI RD CLASS or SPECI AL FOURTH CLASS
BOOK RATE, as applicable, except when periodicals and directives are destined
for geographi cal addresses outside CONUS such as FPO s, APO s, Hawaii, and

Al aska.

5. CERTIFIED MAIL will be used followi ng current postal directives.

Aut hori zation to use certified nail is granted in those instances where, in
the judgnent of the DirJADi v, proof of delivery or an attenpt to deliver |egal
docurents is required. Certified mail will not be used to nmerely obtain proof
of mailing or receipt. If proof of mailing is needed, a Certificate of

Mai ling (PS Form 3817) may be obtained fromthe DirAR (ARAA). If proof of
delivery is needed, a DD Form 1087 or OPNAV 5111/10 shall be used. Return
recei pts are not authorized for mail destined to a mlitary or Governnent
agency except for mail sent by the DirjAD v.

6. REGQ STERED MAIL is authorized when mailing:
a. WMaterial classified Secret and bel ow.

b. Confidential naterial to an APQ FPO address or to a facility cleared
for access to classified informati on under the Departnent of Defense
I ndustrial Security Program

c. High value itens, especially negotiable itens requiring accountability
(i.e., narcotics, defense-sensitive itens, weapons systens, etc.); or,

d. Wien required by law or as authorized by the DirAR (ARAA).

7. Do not use EXPRESS MAI L service except when authorized by the
DirAR (ARAA). EXPRESS MAIL will never be used to nail material classified Top
Secret or above.

5305. PREPARATI ON OF PACKAGES FOR MAI LI NG Shi ppi ng contai ners nmust be
strong enough to protect their contents fromthe weight of other mail. The
Dir AR (ARAA), extension 41972/42516 will provide informati on about wei ght and
size limts on official mail packages.

5306. SPECI AL MAIL AND CODI NG SERVI CES

8. A signature is necessary for registered, certified, express, and insured
mai | .  The head of each staff agency receiving official accountable mail shall
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appoint in witing, agents authorized to receipt for this mail. Appointnent
letters can be obtained fromthe Registry Unit, room 1303.

2. Registered and certified incomng nail addressed to the CMC without a
code/ nane and com ng froma Defense contractor or another Federal agency wl|
be delivered to the DirAR ( ARAB)

a. Registered/certified mail with a code or a nane will be delivered
directly to that section and signed for by an authorized agent. If the
enclosed nail is classified, it is the individual’s responsibility to ensure
the docunent is entered into the classified material control system

b. Contract bids, offers, or proposals addressed to the CMC will not be
opened. In cases where identification is needed, the registry clerk is
authorized to open the package for that purpose. A NAVMC HQ 476 formw || be
prepared, in either case, and sent to the office concerned.

3. Headquarters staff agencies authorized to send registered mail wll
prepare a PS Form 3806, Registry Receipt, for each article sent. Activities
needi ng a Return Receipt (PS Form 3811) will conplete the form i ncluding
office code, and return it with each article to be registered.

4. Registered mail addressed to FPO s |located in foreign countries nay arrive
sl ower than other air and first class mail because of the control necessary to
ensure it remains in U S custody.

5. Al registered, certified, express, and insured incomng nail shall be
receipted for in the Registry Mail Unit, room 1303.

5307. ESTIMATE OF TRANSIT TIME. Average nuil transit tine is given bel ow for
pl anni ng purposes. Correct addresses, as |isted in OPNAVI NST 5112. 6,
Department of the Navy (DON) postal Instructions, and ZI P codes nmust be used.

ROM TO FI RST CLASS FOURTH CLASS
Eastern Cities 1 - 2 Days 4 - 5 Days
M dwest Cities 2 - 3 Days 4 - 7 Days
Western Cities 3 - 4 Days 7 - 8 Days
Hawai i - 6 Days 10 - 12 Days
Japan (Yokohamm) 5 - 6 Days 20 - 27 Days
ki nawa (Canp Butler) 7 - 11 Days 28 - 35 Days
Italy (Rome) 6 - 7 Days 35 - 40 Days

5308. GUARD MAI L

6. A U S Governnment Messenger Envel ope (SF65) is reconmended for use in
routing all inter-HQVWC nmail to save tine and prevent | oss.

7. Ml addressed to Navy commands within the National Capital Regi on (NCR)
will also be handled by guard nmail. All other agency mail; i.e., State
Department, Labor Departnent, White House, nust go through the USPS via the
Di r AR (ARAA)
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8. Cassified mail will not be sent through the guard nail system nor wll
an SF65 be used for classified material, regardless of the neans it is sent.
Instructions for sending classified material w thin the Washi ngton
nmetropolitan area are in MCO P5510. 1, HQWVC | NSECVAN.

5309. MAIL SCHEDULE

1. The Headquarters Mail and Files Section receives mail fromthe main city
post office twice daily. Ml is dispatched fromthe Headquarters Miil and
Files Section at 1100 and 1545 daily.

2. The Headquarters Mail and Files Section dispatches runners to HQWC staff
agencies located in the ARLEX two tines daily for delivery and pickup of mail
Two delivery and pickup trips are nmade daily to Headquarters activities

| ocated in the Carendon square Building. One run daily is nmade to the
Henderson Hall nmilroon, the Hi storical Center at the Washi ngton Navy Yard,
and to the Pentagon. See figure 5-3 for schedule of nmil pickup and delivery.

5310. PERSONAL MAI L

1. The DirAR (ARAA) processes official nmail only.

2. Personal mail received for personnel who are due to report to this
Headquarters or who are currently attached is handl ed by the Henderson Hal
Post O fi ce.

3. Acivilian branch of the Washington, DC, Post Ofice is |located in room
G 702, ARLEX. Hours of operation are 0800-1630, Mnday through Friday. A
personal mail depository box is located in the | obby of the Marine Corps
entrance to the ARLEX. Don’'t send personal nmail through the DirAR (ARM, or
use a Headquarters office as a permanent personal nmiling address. Personne
in the process of transfer to HQVC, can use their office address for persona
mai | delivery only until a residential address has been established.
(professionally related mail may continue to be received at a work section
address.)

5311. POSTAL CLAIMS AND INOUIRIES SERVICE. The DirAR (ARM offers claimand
inquiry service for damaged, lost, or rifled incom ng and out goi ng account abl e
mail as well as ordinary official mail.

5312. EMERGENCY DESTRUCTION OF NAIL AND EQUI PMENT

1. The following priorities are set up for the destruction of mail and posta
equi pnent if necessary:

a. Oficial registered mail.

b. Oher accountable mail (certified and insured).
c. Al remaining mil
d. Postage neters and scal es.

e. Al other records, equipnentl mail sacks, and furniture.
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2. The destruction of mail and postal equipnment nust be witnessed by two

of ficers, when possible. If two officers are not available, w tnesses should
be one officer and one senior enlisted person. |If the foregoing personnel are
not available, two enlisted personnel or two other avail abl e personnel shoul d
be used as wi t nesses.

a. Registered, certified, and insured mail should be recorded by nunber,
office of origin, originator, addressee, and description of contents.

b. Oher postal equipnment shall be identified by description and
gquantity destroyed.

5313. COURI ER SERVI CE BETWEEN HOMC AND MCCDC, QUANTI CO

1. An unclassified courier service between HQMC and MCCDC i s avail able daily,
Monday through Friday, except holidays. The HQMC courier |eaves the Arlington
Annex at 0900 and 1300 with guard mail and USPS mail. The courier delivers
mai | to buildings 2008 and 2019 at MCCDC. All MCCDC guard mail bags
identified for HOMC (MVBB) wi Il be delivered to building 2008. Al | ot her
guard mail destined for MCCDC will be delivered to the MCCDC Adj utant Section
at Lejeune Hall, building 2019 for distribution. Also, twice daily the MCCDC
shuttle driver picks up mail fromthe HQVC nailroomfor delivery to MCCDC

2. Ml originating fromMCCDC is returned by the HQVC courier twi ce a day
and by the MCCDC shuttle bus driver twi ce daily.

3. Al guard mail will be properly bagged and tagged with appropriate
destination codes. Guard nail tagged with inproper codes, which cannot be
delivered, will be returned to the originator

4. Urgent Mil/Hand-Delivery Guard Mail. Hand-delivery guard mail may be
carried by shuttle drivers. See paragraph 5701 for schedul e.

a. The schedul ed shuttles may be used for urgent mail if arrangenments are
made between the sender and receiver in advance. To use the shuttle for
urgent mail, the sender nmust mark the package with the nane, code, building,
and room nunber of the receiver, place the package on the shuttle, and advise
the receiver of the shuttle’ s departure tinme and scheduled arrival time. The
receiver will be responsible for neeting the shuttle to pick up the package.

A box will be provided on the shuttle to accommpdate the urgent nail

b. Hand-delivery packages originating at MCCDC wi Il be delivered to the
MCCDC Adj utant Section for delivery to the MVSB Custoner Service Ofice, room
4012, Navy Annex, for distribution. Hand-delivery packages destined for
MCCDC, Quantico will be delivered to the MVSB Custoner Service Ofice, room
4012, Navy Annex for delivery to the MCCDC Adj utant Section at Lejeune Hall
All hand carry itenms will contain the receiver’s nanme, office code, building,
room nunber, and tel ephone nunber. The MMSB Custoner Service Ofice or MCCDC

Adjutant Section will notify the respective receiver, via tel ephone, that a
hand carry itemhas arrived. It is the receiver’s responsibility to pick up
the item

c. Specific instructions will be provided to shuttle drivers assigned to
support this service by CG MCCDC and CO H@Bn, Henderson Hall, respectively.

d. Hand-delivery packages originating fromHQMC (M&RA) units at MCCDC

will be placed on the shuttle at Buil dings 3044 or 2008 by the MRA nmi
personnel. phone notification will then be nade to the M&RA Customer Service
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O fice. The M&RA Liaison Ofice will nmeet the shuttle and nake appropriate
di stribution.

e. Hand-delivery packages destined for HOMC ( M&RA) units at MCCDC
Quantico will be delivered to the M&RA Customer service O fice, room 4012
Navy Annex for delivery to the next shuttle driver. The shuttle driver wll
be net at buildings 3004 or 2008, as appropriate by the receiver. MRA points
of contact can be reached at the foll owi ng phone nunbers:

O fice Code Phone

MVSB - Bl dg 2008 (703) 640-3950/ DSN 278- 3950
MVSB- 40 - Bl dg 2008 (703) 640-3982/ DSN 278- 3982
MV - Bl dg 3044 (703) 640-3829/ DSN 278- 3829

M&RA Cust oner Service Ofice, (703) 614-3470/ D5N 224-3470
Room 4012, Navy Annex

5. MRA Liaison Ofice. The M&RA Liaison Ofice is staffed by HQVC ( MMSB)
and is located in room 4012, Navy Annex, extension 43470. This office

operates from 0700-1630 and is responsible for pickup and delivery of guard
maei |, master brief sheets (MBS), official mlitary personnel files (OWF), and
daily corresondence between HOMC (M&RA) and HQMC (N&RA) units | ocated at

MCCDC Quanti co.

6. Cassified Delivery Service. Cassified material delivery is provided via
courier by the MCCDC Adjutant section. The courier hand delivers classified
material to the classified material control centers (CMCC) at HQVC ( ARAB)

room 2107, and MCCDC. under no circunstances will classified material be
given to a shuttle driver for delivery.

7. Al guard rmail addressed to Orgaai zationsl individuals at MCCDC, Quantico
will be delivered to the Headquarters Mail and Files Section, room 1311
before 0830 on days of service for same day delivery.

5314. SH PMENT COF MATERI AL FROM HQMC

1. The Traffic Managenent O ficer (TMO), H@Bn, HQMC, is responsible for
coordi nati ng shipnments by all nethods other than the USPS originating from
HOMC. Headquarters staff agencies requiring these shipping services, must
forward a request for shipment to TMO via the DirAR (ARD).

2. Staff agencies may request shipment (routine, overnight, or express
overnight), using the format shown in figure 5-4. Requests for 24-hour or
next day delivery nmust be received at TMO before 1000 on the day before the
material is needed at the destination. These requests nust be signed by the
branch head.

5315. PICKUP OF CORRESPONDENCE FROM THE OFFI CE OF THE DI RECTOR, MARI NE CORPS
STAFF

1. The distribution boxes |located in the adm nistrative office of the DMCS
room 2106 are for use only of the offices of the CMC, ACMC, and DMCS to
distribute correspondence to staff agencies. Use by other staff agencies is
not authorized unless approved by the DMCS

2. Staff agencies are required to check their box at |east four tines daily.

3. The adanistrative office to the DMCS will contact staff agencies to
pi ckup urgent correspondence placed in their box.
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Figure 5-3.--Mil Schedul e.
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4600
(Code)
(Dat e)

MVEMORANDUM

From (Staff Agency Code)

To: Traffic Managenent O ficer, Headquarters Battalion

Headquarters, U. S. Marine Corps, Henderson Hal

Vi a: Director of Adm nistration and Resource Managenent (ARD)

Subj: REQUEST FOR SHI PMENT

1. It is requested that the following material be shipped as specified:

( COVWPLETE DESCRI PTI ON OF MATERI AL AND METHOD OF SHI PMENT)
2. Pickup from (if required)

3. Ship to: (conplete address including building #, room #,
city, state, and ZI P code)

4. Point of contact at origin: (name/DSN or comerci al
number)

5. Point of contact at destination: (nanme/DSN or conmerci al
number)

6. Request delivery at destination by:
7. Justification: (provide conplete justification for shipnment)

8. (Indicate whether shipped naterial is fragile or otherw se requires
speci al handling or marking).

(Branch Head Signature)

DATE DELI VERED:

TI ME DELI VERED:
DELI VERED BY:

RECEI VED AT TMO BY:

Figure 5-4. --Request for Shipnent.
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 4:  FILES

5400. CENTRAL AND DECENTRALI ZED FI LES

1. Headquarters Marine Corps has a conbi ned systemof centralized and
decentralized filing for official correspondence. Because of the different
subjects with which the Marine Corps is concerned and the nunber of individua
offices of record within the Headquarters, it is nore effective and efficient
to maintain decentralized files

2. Decentralized files are physically located within the staff agency and may
be of permanent or tenporary value. They are naintained under the technica
cogni zance of the Adm nistrative Prograns and Central Files Section, DrAR

( ARAE)

3. The DirAR (ARAE) maintains within the Headquarters Mail and Files Section
mat eri al that docunments Headquarters policy, progranms, and organi zation

adm nistration considered to be of permanent value, and used jointly by
several staff agencies.

3. The DirAR (ARAE) reviews and sanctions requests for the establishment of
decentralized files within a staff agency; and takes inventory of all files
equi pnent nanely: file cabinets, TIMES 2 cabinets (revolving) and bookcases
to include witten descriptions of the equi pnment contents. File inspections
(official correspondence and equi pnent) are conducted biennially.

5401. FILES MANAGEMENT TERMS

CTIVE FILES -- Files required by an office for conducting business.

RBI TRARY SUBDI VI SION -- A Standard Subject ldentification Code (SSIC)
breakdown for use within a file station, always preceded by a virgule (/) to
distinguish it fromthe basic SSIC.

ACKI NG SHEET -- A sheet attached to material on |oan, bearing the return
identification of the files from which borrowed.

CENTRALI ZED FILES -- The official files of HQVC physically |ocated in one
pl ace.

CHARGE-QUT CARD -- A card inserted inthe file in place of |oaned materi al
showi ng the description of the material, date charged, and person to whomthe
mat eri al was char ged.

CLASSIFYING -- witing file designations in upper right corner to identify
papers to be fil ed.

CONTINUILTY FILING -- Consolidating related papers by conbining records of
earlier dates in date sequence with nore recent records

CROSS- REFERENCE -- A formor extra copy filed under an additional subject to
i ndi cate where the basic papers can be | ocated.
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CUTOFF -- A designated time that material of a later date is not added to a
file series. This cutoff of a file series, usually established on a cal endar
or fiscal year basis (except in case of project files), facilitates the
transfer and di sposal of correspondence files.

DECENTRALI ZED FILES -- Oficial correspondence files maintained by authorized
file stations.

DI SPOCSITION -- Destruction or transfer of correspondence files to the records
center for permanent retirement or eventual destruction when eligible.

ELI A BLE FOR RETI REMENT OR DESTRUCTION -- Files having net a specified
requi renment for destruction, or those no | onger needed in the active files of
an office and are eligible for transfer.

FOLDER CLOSEQUT -- To discontinue filing material in a folder after it has
reached its capacity or at the end of a specified period of time or event.

FOLLOAUP -- A review of charge-out cards followed by inquiry on the return of
overdue, | oaned-out materi al

I NACTIVE FILES -- Files referred occasionally in the conduct of business.

NONRECORD MATERI AL -- Transitory material serving no docunentary or record
pur pose, that can be destroyed without filing; working papers, routing sheets,
and notes having no significance after preparation of the record copy.

CFFICIAL FILE COPIES -- Docunents or papers that constitute the record copies
of an organi zati on.

CFFICI AL FILE STATION -- A physical location within a staff agency,
specifically designated to maintain and service the official correspondence
files.

PERVMANENT RETENTI ON -- permanent preservation of files through a schedul ed
retirement to the Washington National Records Center via the DirAR ( ARAE)

PERMAENT VALUE -- Papers worthy of pernmanent preservation

PRQIECT OR PACKET FILES -- Papers on a specific action, transaction
organi zation, location, or thing.

RECORD MATERI AL -- Docunentary material created or received by an agency,
preserved as evidence of the organi zation, prograns, policies, procedures, and
operations of the agency for reference val ue.

RETI REMENT -- The systematic disposition of inactive files through transfer to
a records center.

STANDARD FILE FODER -- Afile folder selected to neet specific requirenents
and authorized for use within an organi zation

SUBJECT FILE FODER LISTING -- A listing of files by folder, naintained at a
file station, arranged in the same subject nunerical order as the file
i dentification guide.

SUBJECT | DENTI FI CATION -- Process of determ ning subject natter and category
t hrough anal yzi ng and grouping file material under appropriate file subjects.
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5402. DESKTOP REFERENCE MATERIAL. Listed below are references needed in
mai ntai ni ng and operating a file station, and are to be readily available to
files personnel.

1. SECNAVI NST 5210.11, Departnent of the Navy Standard Subject ldentification
Codes.

2. MCO 5210. 11, Records Managenent Program for the Marine Corps.
3. Headquarters Marine Corps Adnministrative Manual
4. SECNAVI NST 5212.5, Navy and Marine Corps Records D sposition Manual

5403. STANDARD EQUI PMENT, SUPPLIES, AND FORMS

1. Cabinets and file fol ders have been standardi zed for use in unclassified
correspondence files. The five-drawer, letter-size filing cabinet, the tines
two filing systenl and the standard file folder, as described in MCO 5210. 11
are prescribed for use at this Headquarters. Deviations are not authorized
unl ess approved by the DrAR

2. In addition to the equipnent nornmally furnished an office for files
mai nt enance, the following itens will be needed:

a. Subject identification |abels
b. Rubber stanps for opening and cl osing out folders

c. Folder |abels (paste-on, fanfold, used to indicate retention
standards. Refer to MCO 5210. 11

d. Forns:
(1) DD 334, Cross-Reference Sheet
(2) NAVMC 363 (5211), Charge-out Card (Figure 5-5)
(3) Backing Sheet (Optional) (Figure 5-6)

5404. UNCLASSI FI ED FI LES MAI NTENANCE. The Dir AR (ARAE) has technical contro
and cogni zance of the mai ntenance and servicing of the unclassified officia
correspondence files of the Headquarters and will assist staff agencies by
provi di ng staff gui dance and personnel training in establishing, mintaining,
and retiring decentralized official record material. The officia
unclassified files of this Headquarters will be naintai ned per SECNAVI NST
5210. 11, MCO 5210. 11, SECNAVI NST 5212.5, and as prescribed bel ow

1. Standard Subiect Identification Codes (SSIC s). SECNAVI NST 5210.11 lists
and prescribes the use of 13 major subject groups of nunerical series for
classifying and filing correspondence and related records. Al HQWC officia
files will be identified by an appropriate SSIC. Use exact titles for a

speci fic SSIC where possible, but if an arbitrary title is used, the SSIC nust
be followed by a virgule (/), followed by an arabic nunber, followed by the
arbitrary title. (See also MCO 5210.11.)

2. Files Qutline. A files outline containing files contents and retention
data will be prepared per MCO 5210.11 and will be maintained in an accessible
pl ace for the convenience of all users of the files.
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3. Oficial File COPY

a. Prepare a yellow manifold (tissue) copy as the official file copy, or
identify a photocopy as the "official file copy" at the bottom of the
correspondence. The official file copy nust bear the date and the nanme (and
title, or "by direction") of the official signing the correspondence.

b. The official file copy, with related nmaterial warranting permanent
retention, will be sent to the DirAR (ARAE), or filed in the permanent files
of the decentralized file, as appropriate. Oficial file copies of materia
not of permanent value will be filed in the tenporary files of the originating
of fice.

4., Files Categories

a. Mterial received in a staff agency decentralized file station wll
fall into the follow ng categories

(1) Permanent val ue
(2) Temnporary val ue
(3) Nonrecord materia
I dentifying records of permanent value fromthose of tenporary value is

necessary to ensure orderly disposition when, or if, they are no |onger
needed.

b. Correspondence files of permanent value are a small portion of the
accunul ated files of an office. They reflect the organization, mssion, and
adninistrative history of the agency. They include docunments establishing
Mari ne Corps policy, procedures, and prograns, and are preserved for
evidential, legal, historical, and research val ue.

c. The individual responsible for releasing the papers for file
determnes if the material is of a permanent value and is responsible for
ensuring it is forwarded to the Dir AR ( ARAE)

d. The official record copy of all Marine Corps and Headquarters
directives, to include changes and related material, and all staff studies,
board reports, and naterial affecting the history, developnent, and staff
functions of the Marine Corps, will be forwarded to the DirAR (ARAE) when
action is conpleted. The original, or record copy, of these directives wll
not be retained in a decentralized file.

5. Filing Procedures. Material received for filing will be reviewed to
deternmine its value and conpl eteness. Nonrecord material will not be filed in
the official files. (See MCO 5210.11.) Filing material is the official file
copy of outgoing correspondence, correspondence addressed to the Headquarters,
and other record material originated or received within the Headquarters.

a. |If arouting sheet is attached, ensure routing has been conpl eted.

b. Renpbve extraneous papers and copies. This includes the routing and
cover sheet, unless it contains record infornmation of value to the file
package.

c. Ensure that the material has been released for filing. The word
"FILE" and the initials of the person releasing the material will be noted at
the lower right corner of the material. Inconing correspondence not requiring
a witten reply is marked "FILE" and initialed to indicate it has been
revi ewed before filing.
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d. Incom ng correspondence and the official file copy of the reply, along
with applicable references and enclosures, are stapled together and filed
under the date of the reply. |f the incom ng correspondence is held pending

further action, annotate the official file copy accordingly before filing.
Annotate all action on the official file copy before releasing it for file.

e. Prepare the material for file by renoving all paper clips and staple
securely at the upper left corner

f. File mterial infile folders loosely. File fasteners are not
aut hori zed.

g. Correspondence files of tenporary value are papers filed within the
decentralized files that beconme eligible for destruction after a specified
period of time or event. They are routine and operational in nature. These
papers are not forwarded to the DirAR (ARAE), but in sone cases they may be
retired to the Washi ngton National Records Center, Suitland, Maryland, by the
cogni zant office for further retention. (See paragraph 5405.)

h. Not all correspondence and papers received within a file station
shoul d be placed in the files. Papers that are worthl ess as records or |ose
their value after action has been taken are nonrecord material. This materia
wi Il not be given a subject identification for placenent in the files, and
wi Il be destroyed when they have served their purpose. SECNAVINST 5212.5
Navy and Marine Corps Records Disposition Manual should be consulted for the
definition of nonrecord material as well as typical exanples of such material

Docunment Char ge- Qut procedures

a. Any docunent renoved fromthe file will be charged out to the
requestor. This prevents m splacenent of the docunent(s) and keeps file
operators inforned as to the location of file material | oaned out.

b. Wen a docunent is renoved froma folder it will be fastened to a
backi ng sheet. A charge-out card is inserted in the file where the docunent
was renoved. When an entire folder is charged out, the contents are secured
within the folder by netal fasteners before release to the requestor, and
NAVMC 363, Charge-Qut Card, is substituted in its place.

c. Periodic followp will ensure pronpt return of material to the files.
When a docunent is returned, renove the backing sheet, file the material in
its proper place in the file, and renove the charge-out card, crossing out the
charge-out information.

7. Cross Referencing. Wen appropriate, ensure subjects are cross referenced
as prescribed by MCO 5210. 11.

8. File Drawers. Maintain file drawers as prescribed by MCO 5210. 11.
5405. RECORDS DI SPOSI TION. The official records of the Headquarters wll be

di sposed of as prescribed by MCO 5210.11, SECNAVINST 5212.5, and as di scussed
bel ow.

1. Retirenent

a. Al unclassified records having permanent value will be maintained in
the originator’s space, then forwarded to the DirAR (ARAE), 1 week prior to
retiring the records to the Washington National Records Center (WNRC) per
SECNAVI NST 5212.5. The DirAR (ARAE) provides a research service on these
files on request.
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b. Records of tenporary value that have reached an inactive status are
destroyed or retired per SECNAVI NST 5212.5.

c. The transfer of records to the WNRC will be coordi nated through the
Di r AR ( ARAE) .

(1) staff agencies will segregate and pack their records by the proper
St andard Subject ldentification Code (SSIC).

(2) Staff agencies will submit an SF 135 for each SSIC prior to
sendi ng records to VWNRC.

(3) The DirAR (ARAE) will review the SF 135 for correctness and
forward to WNRC for approval .

(4) When notified of WNRC approval, the staff agency will arrange
through the DirAR (ARAE) for the transfer of records to WARC.

2. Retention of Files Eligible for Retirenment. Wen it is not feasible to
retire certain docunents held in decentralized files within the prescribed
period, the DirAR (ARAE) will be notified by furnishing the fol der subject
identification listings of the material w thheld, the volunme, and the
estimted date of release for retirenent.

5406. CLASSIFIED FILES. Information pertaining to classified files is
contai ned in MCO P5510. 18, HQ NSECNVAN.
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Figure 5-5.--Charge-Qut Card
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 5: PRI NTING DUPLI CATI NG AND COPYMAKI NG
5500. GENERAL

1. Reproduction services and facilities are available to HQMC staff agencies
through the DirAR (AREA). Reproduction of a docunent is acconplished by
printing, duplicating, or copynmaking.

2. Policies governing classified naterial reproduction are in MO P5510. 18

3. For purposes of this section, a "unit” is defined as a single sheet of
paper, 8 1/2" x 11", printed one side in black ink

5501. PRI NTI NG

1. Printing services at HQMC are avail able through the DirAR (AREA).
Printing is defined as the processes of conposition, platenmaking, presswork,
bi ndi ng, and microform Mcroformapplies to any product, produced in
mniaturized i mage format (such as mcrofiche or mcrofilm, for mass or
general distribution and as a substitute for conventionally printed materi al
Replication requests that involve process color, specialty forms, or having
aggregate total units exceedi ng 25,000 are exanpl es of printing.

2. Requests for printing services will be directed to the DirAR (AREA) on a
DD Form 844, Requisition for Local Duplicating Service. Staff agencies having
a large or unusual requirenent should contact the Dir AR (AREA) as soon as
possible to aid in budgeting and pl anni ng.

3. Printing (as distinguished fromduplicating and copying) is produced
outside the Marine Corps and paid for at established rates for |abor and
materials. Priority printing requests nornally require paynment of overtine
charges for labor. Staff agencies nust plan to avoid expensive priority
printing. Any request for priority printing nust be fully justified and
contain the approval of the staff agency head.

4. The DirAR (AREA) is the liaison between the Marine Corps and the Defense
Printing Service and other Government agencies, bureaus, and offices
concerning printing matters and equi pnent. Any questions concerning printing
matters will be addressed to the DirAR (AREA)

5502. DUPLI CATI NG COPYI NG

1. The term"duplicating/copying” is defined as units produced by use of
duplicating equi pment enploying the |ithographic process, and automatic copy-
processi ng or copier-duplicating nmachi nes enpl oying electrostatic, thernmal, or
ot her copying processes. This work is one color, not to exceed 5,000 units of
one page, and 25,000 units aggregate of nultiple pages, requiring sinple

bi ndi ng and finishing such as three-hol e punch and stapling.

2. Full color copying is available for official business of Headquarters
Marine Corps staff agencies. The color copier produces facsimles of page-
si ze documents in full-color reproduction. Due to the excessive cost involved
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in full-color copying, this service is limted to 80 copies of one page, and
400 units aggregate of nmultiple pages. Any requirenent over these limts wll
be fully funded by the requestor

3. Requests for printed nmenorandum pads will be reviewed by the D r AR (AREA)
for legality and necessity. Printed nenorandum pads in general are not
essential for conducting official business of Headquarters Mari ne Corps
activities. To ensure fiscal responsibility and the proper expenditure of
Government funds, the follow ng guidelines apply: all approved pads wl|l
contain 100 sheets of standard white offset paper, 5-1/2" X 8-1/2", printed
in one color. Menorandum pads will contain the appropriate division
nanme/title in black ink, or a General Oficers’ flag in red ink; they will not
contain an individual’s nane. Menorandum pads with no printing are avail abl e
in the Reprographics Center (AREA), room 1313.

4. Requests for duplicating/copying services will be submtted on a DD Form
844 to the DIrAR (AREA). All requests are processed on a first-conme-first
served basis unless otherw se negotiated with the Dir AR ( AREA)

5503. DEADLINES. Lead tines nust be carefully considered and originators
must seek to establish realistic deadlines for printing and duplicating
requests. The DirAR (AREA) will assist in developing realistic |lead tines and
delivery dates.

5504. DI STRI BUTI ON RESPONSI BI LI TY

1. lnitial Distribution. Sponsors will develop mailing lists for the initia
distribution of basic publications. Miling lists are to identify the

I ndi vidual Activity Codes (IAC s) of activities and organi zations that shoul d
receive the publications along with the quantity each shoul d receive.
(Sponsors should include their own IAC on the nailing list.) For assistance,
sponsors may refer to the List of Marine Corps Activities on the HQVC LAN
Bulletin Board. This list includes the addresses of all activities and
organi zations assigned an IAC in the Marine Corps Publications Distribution
System (MCPDS). For technical assistance and additional information, contact
the DirAR (AREB), room 1306

2. External Distribution. Sponsors may occasionally need to include in an

initial distribution an organization that is not in MCPDS; i.e., not assigned
an IAC. In this instance, the sponsor will select one of the follow ng
options:

a. provide mailing | abels that include copy quantity for each non- MCPDS
addr essee, or

b. If the sponsor anticipates the non- MCPDS addressee will require
changes and revisions to the publication, the sponsor will add the
requi renents to the sponsor’s distribution requirenent, and upon receipt,
effect distribution to the non- MCPDS addr essee.

3. Distribution of Cassified Publications. Distribution of classified
publications will be coordinated with the DirAR (ABA) and (ARE). Al so, see
MCO P5510. 18.
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5505. HQMC COPI ER MANAGEMENT PROGRAM

1. The DirAR (ARE) is responsible for the managenent and control of all HQMC
copymaki ng resources. The objectives of the HQWC copi er nanagenent program
are to determne the nost efficient and econom cal neans of supporting the
copymaki ng requirenents of HQWC, to guard agai nst unwarranted or otherw se

i ndi scrimnate copier acquisition; and to reallocate or di spose of excess
copiers, when appropriate. Staff agencies nust use NAVMC HQ 333
"Requisition,"” to request a new or replacenent copier. Each request nust
contain full justification and be approved by the staff agency head.

2. The DirAR (ARE) uses exact managenent procedures, research techni ques and
anal ysi s when determ ni ng copynaki ng requirenments. These techniques vary in
conmpl exity and scope fromevaluating the nonthly vol une and service history of
a copier, to conducting a formal survey using detailed data collection nethods
to obtain organi zational and geographi cal copymaki ng requirenents.

3. HQMC copiers are |located in or near offices in a pattern designed for

maxi mum use t hrough open access where possible. No staff agency has priority
on a copier nor will access to a copier be preenpted by or denied to any

aut hori zed user.

4, Copiers at HQUC are for official use only. Making copies for personal use
is strictly prohibited. Supervisors at all levels nmust nmaintain vigilance to
prevent copier abuse and to mnimze unauthorized use.

5. Copying GQuidelines. Copying is the process of reproducing an existing
docurent (also referred to as an original) on an office copier. Most of the
office copiers at Headquarters, Marine Corps are md-range copiers. A md-
range copier is an office copier that produces copies at 31-70 copi es-per-

m nute. Normal copying on a md-range copier is restricted to not nore than
25 copies per original or 250 total copies; i.e., 10 copies of 25 originals =
250 inpressions. |If you exceed this quantity, the heat generated may cause
darmage to your copier or reduce its effectiveness. There are no restrictions
pl aced on | arge vol unme duplicators.

a. |In special circunstances, and when approved by the key operator, short
run duplicating (i.e., reproduction of 26 to 50 copies of an original) nmay
al so be acconplished on a md-range copier. Use DD Form 844 to submt copying
requi renents in excess of 250 total inpressions to the Reprographics Center in
room 1313. Follow the guidelines listed below to achieve the greatest econony
and efficiency of your copier

(1) Do not copy personal docunents.
(2) Accept any copy which is |egible.

(3) Batch copy jobs to reduce the tine spent in traveling between your
wor kpl ace and the copier.

(4) Do not copy material such as blank forns, directives, etc., which
are readily available fromother sources; i.e., the Local Area Network (LAN).

(5) Seek the assistance of the designated key operator to denonstrate
speci al feature options, correct copier malfunctions or clear difficult jans.

(6) Make and distribute information copies only on a genui ne need-to-
know basis. Use electronic mail whenever possible.
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(7) Do not nake extra copies on a 1'just in case" basis when no
apparent need exists. Mintain a copy in your data base to satisfy these
requi renents.

(8) Avoid making "alibi™ copies for protection or as proof of action
or responsibility.

(9) Do not nmke necessary or "tenporary" file copies. Renenber to
use your data base.

b. Copy classified docunents only on those office copiers that have been
approved for the reproduction of classified material by the O assified
Mat erial Control Section (ARAB). These copiers can be readily identified by
the highly visible placard that is installed on the copier. Copier users nust
al so take the foll owi ng precautions when copying classified docunents:

(1) Conmply with the provisions of MCO P5510. 18, "Headquarters, U. S.
Marine Corps standing Operating procedure for the Information and Personne
Security Program

(2) Always check the platen glass to ensure you do not |eave docunents
in the automati ¢ docunent feeder or under the platen cover of copiers.

(3) Ensure the copier has delivered the nunber of copies requested.
Clear the copier’s features when the job is conplete.

(4) Ensure nmutilated copies do not remain in the copier

(5) Always run one sheet of paper through the copier with nothing on
the platen glass to clear any classified i mage that may have been retai ned on
t he drum

(6) If a jamoccurs, stay with the copier until the jamis totally
cleared or necessary service is obtained. Al ways ensure all pieces of the
copy causing the jamis accounted for

c. Use one of the following alternatives to copying when practical

(1) Obtain additional copies of required material fromthe originator

(2) Distribute "electronic" copies rather than paper copies by using
the capabilities of E-Mail on the HQVC LAN.

(3) Review the distribution of reports or other sponsored docunments to
determine if requirenents should be changed.

(4) Use sequential, if time permts, versus concurrent routing when
distributing informati on or requesting coordination

(5) Always print sufficient copies of material involving broad
distribution to accommpdate both inmediate and future requirenents.

6. Guidelines for Custodians of Copiers. Each staff agency assigned a copier
is responsible for custodial care. First and forenbpst is to designate an

i ndi vidual in close proximty to the copier to serve as the key operator for
the equi prent. Provide the current name, grade, office code, room nunmber, and
t el ephone nunber of the key operator and an alternate to the HQMC Copi er
Manager (AREA) USER I D G SEA1. These points of contacts are necessary for the

5-58



HQADM NVAN 5505

proper control and use of the copier; the conduct of internal management
control reviews, and copier requirenments surveys. The duties of the key
operator and alternate are (but not limted to):

a. Oder, store, and nonitor the specific itens and quantity of
consunabl e supplies needed to keep the copier in operation

b. Check the copier at the start of each workday and ensure it is in
proper working order and clean the platen and platen cover as needed.

d. Be readily available to assist users in |oading paper, clearing paper
jams, and denonstrating the various features of the copier

e. Prepare NAVMC HQ 333, "Requisition,” in duplicate, to order consumabl e
supplies. Miintain one copy in your files.

f. Call the designated nmintenance contractor when the copier needs
repair or service. (The Key Operator nust verify the existence of a
mai nt enance contract with HQVC Copi er Manager (AREA), ext 42580, USER |ID
G SEAL, on/or before 1 Oct of each year.) Do not call for service on a copier
wi t hout verification of a valid maintenance contract. Service call hours are
from 0800- 1600, Monday through Friday. |Individuals who request service
outsi de these hours are nmaki ng an unobligated contract and nay be required to
pay for the services. Authorization for major repairs or drumrepl acement
must be cl eared by the HQMC Copi er Manager prior to starting the work.
I Mmedi ately followi ng each service visit you must validate conpletion of the
work by signing the original copy of the repair voucher left by the service
technician. Make and retain a copy of the voucher for your files. Attach the
original repair voucher to the NAVMC HQ 820 "Service Call Log Sheet" and
forward to AREA at the end of each quarter for validation of the invoice sent
by the repair conpany.

g. Mke the required entries on the NAVMC HQ 820, Service Call Log, each
time you place a service call. Ensure you record the tinme and date the cal
was nade; total copies on the copier’s netering device; a brief description of
the problem and the contractor’s response tinme and date. Mintain this record
on a quarterly basis. Not later than 5 workdays followi ng the end of each
quarter make a copy of that quarter’s conplete log for your file and send the
original and all repair vouchers to AREA-1, room 1306. This information wll
be used to update each copier’s maintenance history data base. Retain the
conpl ete years service call log in your records for one additional year
following the close out date; see SECNAVI NST P5212.5. This log provides AR
with a nmeans of validating the contractor’s conpliance with the service
contract and mmintai ning a conplete naintenance history of each copier

7. HQMC Copy Station Configurations. HQMC copiers are two basic types: High
vol une copier - placed in |locations where a | arge nunber of copies are made;

M d volume copier - placed at |ocations where a specific need has been
docurented to economically justify its use. |In addition, each copy station is
assigned to one of three categories:

a. GCeneral Purpose Stations: Stations that are strategically |ocated
t hroughout the Headquarters conplex for the use of all Headquarters staff
agencies. No single staff agency has priority on machines |ocated in genera
pur pose stations.

b. Special Purpose Stations: Stations that are only authorized where and
if requirements warrant. VWhile equipnment in these stations is primarily
dedi cated to neeting the needs of the staff agency to whomthe equipnent is
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i ssued, staff agencies possessing special purpose copiers should allow

per sonnel from nei ghbori ng HOMC of fi ces, regardl ess of organizational entity,
to make copies if no serious disruption to normal operating procedures wll
result. Special purpose copiers may be withdrawn if changes occur to the
original requirenents justifying their approval

c. Restricted Access Stations: This category is assigned for security
reasons as the stations are prinmarily located in limted or controlled access
areas. Access to this category of copier is controlled by the staff agency
where it is located. Under certain conditions, when determ ned by the DirAR
machi nes |l ocated in restricted access stations may be used for suppl enenta
support of special purpose and general purpose stations; e.g., unforeseen peak
| oads.

8. HQMUC Copy Station Locations. The |location of each authorized copy
station, custodian’s office synbol, and copy station category is listed on the
HOMC LAN "Bul l etin Board." Responsible officials nmay not change the | ocation
or configuration of a copier without prior approval of the D rAR (ARE)
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTI ON 6: CONFERENCE ROOVS

5600. CONFERENCE ROOMS

1. Anyone wishing to reserve a conference roomnust do so through the DirAR
at (703) 614-1837/3359. Reservations nmay be nade tel ephonically, if the room
will be used for 3 consecutive days or less. Agencies needing to reserve a
roomfor nore than 3 consecutive days nust request the reservation in witing.
Staff agencies should reserve conference roons as far in advance as possible.

2. Below are conference roons available and their capacity.

ROOM NUMBER CAPACI TY
*2201 HQVC Theat er 80
G501 25
G502 20
G503 25
G504 20
G507 25

Subj ect to preenption by CMC and ACMC

3. Keys for conference roons are located in room 1024 and nust be signed for
Snoki ng, drinking, and eating are prohibited in the conference rooms. Users

must clean up the roons and return the furniture to its original arrangement

before returning the keys.

5601. HEADQUARTERS MARI NE CORPS THEATER AND COMVANDANT’ S CONFERENCE ROOM

1. Anyone wishing to reserve the CMC Conference Room capacity 40, must do so
through the admin office of the DMCS, who is responsible for the managenent
and mai ntenance of the room at 41128/2828. This roomcan only be reserved
for general officer or SES personnel. The DirAR is responsible for the
managenent and nai nt enance of the HQVC Theater, room 2201. The roons’ primary
purpose is to provide facilities for formal presentations, briefings, and
forunms for the CMC and ACMC. The roons’ secondary purpose is to provide for
simlar functions at the staff agency level. Staff agencies who reserve these
roons must be aware they could be preenpted on short notice if the CMC or ACMC
need to use the room

2. There is no eating, drinking, or snoking permtted in these roons. Users
must clean up the roons and return the furniture to its original arrangement
before returning the keys. Audiovisual (A'V) requirenents nust be determ ned
at tine of reserving room Changes will be excepted 24 hours prior. Due to
limted audiovi sual technicians, any request for AV support after 24 hours
cannot be guaranteed. Briefers are responsible for coordination with the AV
Section, ext. 41887 as to specific requirenents. Due to security requirenents
the projection booth is OFF LIMTS TO ALL PERSONNEL except when properly
escorted by A/'V personnel .
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3. Wien classified information is to be presented in room 2201 or 2206 it
will be the responsibility of the staff agency using the roomto adhere to al
security regul ations.

4. The foll ow ng audi ovi sual equipnent is available for use in these roons:

Comput er graphic, videoshow 5.25" and 3.5" fl oppy

Projector, Mtion Picture, 16mm

Projector, Still, Carousel 35mmslides (2, side-by-side)

Projector, Still, Vugraph (Size 7 1/2 inch by 9 1/2 inch
transparencies; 2, side-by-side)

Recorder, Tape, Cassette, Audio

Poi nters (wooden)

Lar ge- screen vi deo projector

Recorder, Tape, Cassette, Video (3/4" Umatic, 1/2" VHS, 1/2" Beta, Hi 8,
8mm SVHS)

Cer enoni al Fl ags

Lecturn (with renote control for 35mm slides, cue buzzer, and

I'ight)
Lecturn (with renote control for 35mm slides, cue buzzer
and |ight)

5. A projectionist is available for room 2201 through the DirAR and 2206
through the office of the DMCS. Staff agencies requiring a projectionist
shoul d request support when they reserve the room Projectionists are also
able to audio and video tape sessions in these roons. Video recording of
cerenmonies froma ceiling nounted set shot canera is permtted provided
request or provi des a bl ank personal tape and the senior official on camera has
agr eed.

6. For information on additional audiovisual services, see section 12 of this
chapter.
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTI ON 7: TRANSPORTATI ON

5700. USE COF BUSES AND METRO

1. Personnel at HOMC will use DoD buses and Metro for official business. DoD
buses operate between the principal buildings of defense establishnments and
Metro serves agencies of the Federal Government in the Washi ngton Metropolitan
area. The Department of the Navy notor pool provides shuttle service between
t he Pentagon, Navy Annex and Crystal City. Headquarters Marine Corps provides
shuttl e service between the Navy Annex, C arendon Square, and MCCDC. DoD bus
routes and schedules are printed in the back of the DoD Tel ephone Directory.
2. DoD buses may be used by:
a. Mlitary personnel, on active duty, either in uniformor upon
presentation of their Armed Forces ldentification Card (DD Form 2A - green
bor der).
b. Cvilian enpl oyees upon presentation of their DoD Buil ding Pass.
3. DoD buses may not be used by:
a. Dependents of mlitary personnel and non-DoD civilian enpl oyees.
b. Retired mlitary personnel
c. Reserve mlitary personnel not on active duty.
4. The DirAR (ARD) will issue group/individual Metro passes for authorized
of ficial business. Mtro passes can be requested by nenorandumindicating the
reason for the travel, destination, and signed by the branch/division head.
Metro passes nay be picked up at the follow ng | ocations:
a. Navy Annex: DirAR (ARD), room 1203.
b. d arendon Square Buil di ng:
(1) 1& personnel: room 735.
(2) MARCORSYSCOM personnel: room 412.
(3) MH personnel: D rAR (ARD), room 1203, Navy Annex.
5. Special bus service for field trips and for transportation of sem nar
groups in the Washington area can be arranged. Subnmit witten requests for
such service to the Commanding O ficer, Headquarters Battalion via the

Di r AR (ARD).

5701. SHUTTLE TRANSPORTATI ON BETWEEN HOMC AND MCCDC. QUANTI CO

1. Shuttle bus service between HQMC and MCCDC i s provided by Headquarters
Battalion and CG MCCDC. This service is to be used for official use only when
attendi ng neetings, boards, or classes, and is not to used for commting
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bet ween HQMC and MCCDC. Shuttl e buses display an appropriate w ndow sign.
The schedul es for this service are as shown in figures 5-7 and 5-8.

a. Bus stops at MCCDC are designated with an official bus stop sign
b. Passenger pickup point at HQMC i s outside the Marine Corps entrance.

c. The schedul ed shuttles may be used for urgent mail if arrangenments are
made between the sender and receiver in advance. See paragraph 5313 for using
this shuttle for urgent mail.

2. Any problens with the shuttle should be reported to the Headquarters
Battalion S-4 Ofice at (703) 614-1332 (DSN 224-1332) or the Adjutant, MCCDC
at (703) 640-2399 (DSN 278-2399).

5702. TAXI CABS

1. Travelers may use taxicabs for official travel when DoD, conmmercia
bus/rail service, Marine Corps or Navy shuttle service cannot support a

requi renent, and the division director/branch head approve such use and staff
agency certifying official authorize such use.

2. Joint Travel Regul ations allow rei nbursenment for the actual fare plus tips
of 15 percent.

3. To obtain reinbursenment, the traveler nmay submit a Claimfor Reinbursenent
for Expenditures on Oficial Business (SF 1164) to the disbursing office at
Henderson Hall or MCCDC, Quantico via the traveler’s division director/branch
head and the staff agency certifying official

5703. OFFI CI AL GOVERNMENT VEHI CLES

1. The National Capital Region Departnent of the Navy Mtor Pool ( NCRDONWVP)
provi des official sedans and coordinates for the use of other Government
transportation facilities while performng official travel in the Wshington
Metropolitan area. O ficial sedan service is only for general officers and
Seni or Executive Service (SES) personnel. Requests for notor vehicle support,
whet her written or oral, nust contain information concerning point and tinme of
pi ck up, destination, name and/or nunber of passengers, and assi gned NCRDONMP
code nunber. Changes in destination are not authorized w thout prior
notification. Transportation may be arranged by calling the NCRDONVP

di spat cher, (202) 475-9000.

2. The Commandi ng O ficer, Headquarters Battalion controls and di spatches
servi ce vehicles (buses, trucks, and carryalls) assigned to HQMC. The
Battalion Mdtor Transport dispatcher may be reached by calling ext. 41746.

3. The Commandi ng O ficer, Headquarters Battalion operates a shuttle service
to and fromthe ARLEX and C arendon Square Building with m d-day diversions to
the Pentagon. Sinultaneous departures fromboth term nals commence at 0700
and termnate at 1700 on nornal working days with departures every 20 m nutes.
Di versions to the Pentagon, |ane 41, commence at 1045 and term nate at 1355.

4., Policy. DoD-owned or -controlled transportation may be used only in the
performance of official duties. As a general rule, whenever transportation is
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essential to the successful operation of an activity, such transportati on nay
be authorized as long as it does not conflict with existing |aws and

regul ations. The use of CGovernnment transportation, to, from or between

| ocations for private business, personal social engagenents, or other persona
conveni ence i s not authorized.

a. Public Interest. The primary factor in determ ning proper usage of
CGovernment transportation assets should be whether the failure to authorize
the transportation will conflict with the best interest of the Government.

b. Exclusions

(1) Domicile to Place of Enploynent. Transportation to and from work
is an expense of the individual. Governnent transportation services will not
be used for personal convenience and shall not be authorized for all, or any
part of the routes between hone and work. A 30-day suspension can result from
violation of this regulation

(2) Public Transportation Terminals. CGovernnent transportation wll
not be authorized for trips to or fromlocal transportation term nals for
personnel on travel orders, except in instances where an energency exists or
where official visitors have been invited to participate, at their own
expense, in DoD activities.

(3) Hotels, Cubs, Restaurants, Etc. Governnment vehicles will not be
used for trips to hotels, clubs, restaurants, or other places of public
entertai nnent, unless such trips can unquestionably be justified as necessary
for official business.

c. Oher. Enmergency situations, protocol requirenments, or security
requi renents nmay be considered in determ ning proper usage of Government
transportati on between home/work and/or commercial transportation termnals.

d. Prior to arranging for transportation for personnel arriving at
Andrews Air Force Base, check with the HQMC Operations O ficer, NAF, Andrews
AFB ((301) 981-4281) to deternine whether or not additional personnel also
need transportation. Verify the arrival of flights before sending prearranged
transportation.

5. Use of Transportation In and Adi acent to Headouarters Narine Corps

a. The following order will be adhered to in deternining the node of
transportation for all official travel by HQWC personnel w thin and adjacent

to HQMC.

(1) DoD-schedul ed bus service, NCRDONWP, or Headquarters Mari ne Corps
shuttl e service.

(2) Local comron carriers: Mtrorail/Metrobus, taxicabs
(rei mbursabl e).

(3) CGovernment-owned vehicle provided by NCRDONVP

b. Staff agency certifying officials will consider, on a case-by-case
basi s, reinbursenment for the use of privately owned vehicles to destinations
served by the above nodes during normal working hours although it is not
routinely authorized. See JFTR, Vol. 1 (mlitary) or JFTR, Vol. Il
(civilian). This node shoul d be approved in advance.
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c. For POV reinbursenment purposes, travel fromHQMC to any point in the
Washi ngton | ocal conmmuting area will be nmade under provisions of the JFTR
Vols. | and II. The Washi ngton | ocal commuting area includes the District of
Col unbi a; Montgonery, Prince George’s, Anne Arundel, Baltinore, Charles,

Cal vert, Howard, Harford, Frederick, St. Mary's, Carroll, and Washi ngton
Counties in Maryland; Arlington, Fairfax, Loudoun, Fauquier, Prince WIIiam
Cul peper, Madi son, Orange, Greene, Al bernmarle, Stafford, Spotsylvania, King
George, and Clarke Counties in Virginia; Adans County in Pennsylvania; the
City of Baltinmore in Maryland; the Cities of Al exandria, Fairfax, Falls
Church, Fredericksburg, and Richnond in Virginia; and all cities now or
hereafter existing in Maryland or Virginia within the geographi c area bounded
by the outer boundaries of the conbined areas of the aforesaid counties.

d. Oficial use of commpn carriers or POV will be reinbursed as foll ows:

(1) Actual and necessary expenses incurred for conmercial travel or

POV il eage for travel within the Washington |ocal commuting area will be
rei mbursed if approved by the traveler’s division director/branch head and
aut horized for paynment by the staff agency certifying official. Travelers nay

submit requests for authorization/reinbursenent for infrequent or occasiona
travel using an SF 1164, Caimfor Reinbursement for Expenditures on Oficia
Busi ness, to the local disbursing office at Henderson Hall or Quantico. The
SF 1164 nust be signed by the clainmant in block 10, the division
director/branch head in block 8, and the staff agency certifying official in
block 9. Since local travel nust be supported by the staff agency’'s trave
fund all ocation, staff agency appropriation data nust be included in the
Accouting Cassification block. The SF 1164 is avail able through the
Headquarters Marine Corps Custoner Self-Service (CSS) stores at the Navy
Annex, room 1203, and the O arendon Square Building, first floor (near the
rear entrance adjacent to the gymasium.

(2) Requests for POV nileage and parking fee by nmilitary and civilian
personnel while attending official authorized training courses within the
| ocal conmuting area nust be prepared per paragraph 5702.5d(1) above, and sent
with a copy of DD Form 1556, if applicable, and recei pted parking tickets.

(3) Reinbursenment of POV expenses will be based on standard or
predet erni ned nil eage from HQVMC, or odoneter readi ngs for destinations for
whi ch nil eage has not been established.

e. Witten orders are needed for travel by mlitary and civilian
per sonnel under the follow ng conditions:

(1) To performtenporary duty assignnents outside of the |oca
conmuti ng area.

(2) When travel within the |l ocal comuting area requires overnight
accommodat i ons and/ or per diem

f. Submit requests for witten orders per paragraph 4400.4a herein

5704. ADM NI STRATI VE FLI GHTS FOR HEADOUARTERS PERSONNEL

1. The DC'S Avh represents the CMC in the control and schedul i ng of
operational support aircraft. To ensure these aircraft are used as
efficiently as possible, the DOS Avn or his designated representative will
approve all flights.

2. The following types of aircraft are available for adm nistrative
schedul i ng:
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a. At NAF Washington - two C12's
b. At MCAS Cherry Point - three CT-39G s, two C9B' s

c. Seating capacity for each type aircraft is:

(1) CG12 - 7 seats
(2) CT-39G - 6 seats
(3) C9B - 89 seats

3. The follow ng passenger criteria will govern the use of adm nistrative
aircraft:

a. Al C12 flights need a nininmum of four-passengers.
b. Al CT-39G flights need a m ni num of six passengers.
c. Al C9B flights need a ninimum of 48 passengers.

4. Send all requests for operational support aircraft to the DC/S Avn (ASM
inwiting, following the format shown in figure 5-9, and include the
fol | owi ng:

a. Cost conparison between conmercial and Governnent nodes of
transportati on (see MCO 5440. 14).

b. Justification when use of operation support aircraft is not the nost
econom cal node of travel.

5. The DC'S Avn will schedul e desired flights based on aircraft flight crew
availability, and will rank requests based on cost effectiveness and urgency
specified in the witten request.

Refer all inquiries regarding aircraft scheduling to the Air
Transportation Coordination Ofice, AvnDept, room 2328, ext. 42170/ 42756.

5705. USE OF GOVERNMENT Al RCRAFT FOR TEMPORARY ADDI TI ONAL DUTY (TAD/ TDY).
There are a consi derabl e nunber of Governnent aircraft flying daily between
Andrews Air Force Base and various points within the United States. In those
cases where a decision is nmade to use avail able space on these aircraft,

TAD/ TDY orders will be witten authorizing the use of Governnent aircraft, if
available. "This travel neets the criteria of the Secretary of Defense meno
dated 18 January 1982" nust be shown on each set of TAD/ TDY orders issued when
Covernnent air is authorized.
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MCCDC TO HQOMC SCHEDULE

(Shuttle vans will be used only for official purposes.
Commuting to and from the assigned work location via
Government transportation is not authorized.)

1% 2hk Jhk 4Hx 5% Ex %
Ar | Lv | Ar | Lv J Ar | Lv | Ar ([ Lv | Ar | Lv | Ar | Lv
Bldg 1019..... -- | -- J0800|0810}1050|1055]1350;1355] -- (143016301635
Bldg 2033..... -- { -- |0815/0820]1100(1105]1400(1405]1435|14401640]1645
Bldg 3250..... -- 1063010825{083041110|111571410(1415]1445|1450}1650(1655
Bldg 3044..... -- | -- §0835/0845(1120(1125{1420]1425(1455|1500]1700(1705
Bldg 2008..... -- | -- §0850/085501130(1135]1430]1435{1510{1515} -- | --
HOMC.......... 0800| -- j0940) -- ]1220f -- ]1520| -~ {1615 -- |1750| --
*MCCDC originated **HQBn originated

Figure 5-7.--MCCDC to HQVC Shuttl e.
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HOMC TO MCCDC HEDULE

(Shuttle vans will be used only for official purposes.
Commuting to and from the assigned work location via
Government transportation is not authorized.)

1% 2%% 3* 4% 5% 6xx

Ar Lv Ar Lv Ar Lv Ar Lv Ar Lv Ar Lv
HQMC......... -- (o700} -- |0830] -- |1000] -- [1300§ -- {1540 -— [1630%*x*
Bldg 2008..../0740(0800]0910]0915]1040]|1045(1340(1345)1620|1625 - --
Bldg 1019....|0805(0810]0920|0925]1050|1055)1350]1354§1630|1635 - --
Bldg 2033....(0815(0820J0930{0935}1100{1105}1400{1405)1640 (1645 -- --
Bldg 3250....(0825(0830]0940|0945}1110[1115§1410{1415}1650(1655 [1800| --
Bldg 3044....(0835(0845§0950(0955}1120|1125}1420]/1425§1700| -- - --
Bldg 2008....|0850( -- §1000| -- §1130| -- 11430 -- - - -- -

*HQBn originated **MCCDC originated ***Makes necessary stops before securing.

Fi gure 5-8.--HQVC to MCCDC Shuttl e
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SSIC
Code
(Dat e)

MEMORANDUM

From

To: Deputy Chief of Staff for Aviation (ASM41)

Subj: REQUEST FOR GOVERNMENT Al R TRANSPORTATI ON
Ref : (a) MCO 5440. 14
1. Request Covernnent air transportation for (total nunber) passengers for

(purpose of flight). Per the reference, (name and grade) is the senior
passenger. Commercial transportation cannot be used because (reason why).

a. Itinerary: (all times local)*
REQUI RED ARRI VE REQUI RED DEPARTURE
DATE TI ME Al RFI ELD DATE TI ME

*PROVI DE EI THER REQUI RED ARRI VAL CR DEPARTURE DATE/ Tl ME, NOT BOTH.)

b. Cargo: (Do not include nornmal baggage; for cargo, provide weight,
di mensions (of largest iten), and total cubic feet.)

c. Liaison: (Provide name, grade, code, and phone nunber for |iaison at
departure and arrival point.)

2. We realize a higher priority commtnent could cause a last-mnute
nmodi fi cation/cancellation of this approval

(Signature)

Figure 5-9.--Request for Governnment Air Transportation
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTI ON 8: MANAGENENT ENG NEERI NG SERVI CES
5800. GENERAL. This section contains information about admi nistrative
managemnent prograns and services, not addressed el sewhere in this Manual, that

are available to HQMC staff agenci es.

5801. TOTAL QUALITY | EADERSHI P

1. The Departnent of the Navy (DON) has adopted a new approach to quality
called Total Quality Leadership (TQ.). The DON defines TQ.L as the application
of quantitative nethods and people to assess and i nprove:
a. materials and services supplied to the organi zation
b. all significant processes within the organization; and

c. nmeeting the needs of the end-user now and in the future.

2. HQMC staff agencies can obtain training, advice, and assistance in
i mpl enmenting TQL by contacting the DirAR ( ARAF).

5802. ER/ CA/ DRI S PROGRAMS

1. The DirAR (ARA) admi nisters the HQMC Efficiency Review (ER) Program the
Comercial Activities (CA) Program and the Defense Regional Interservice
Support (DRI'S) Program

2. The HQWC ER Programrequires that an ER be perforned of each HQMC activity
once every 5 years. An ERis a formalized approach to the anal ysis and

i mprovenent of organizational performance. Each ER will identify the work
requi renents, deternmine the staffing necessary to performthose requirenents,
and rmake recommendations for inprovenents to achieve the nost efficient

organi zation. The HQMC ER Program Manager will devel op the 5-year study

plan and will notify the appropriate staff agency head before initiating

each ER

3. The HQUC CA Program determ nes the nost efficient method of operation for
those HQMC functions which provide a product or service obtainable froma
comercial source. The three primary elenents of the program are: annua
inventory of all existing CA functions at HQMC, 5-year review of each CA
function to determ ne whether the present nmethod of performance should be
continued; and cost conparison study of those CA functions not exenpted during
the revi ew process. The cost conpari son study determ nes whet her inhouse or
contract performance is the nost efficient nmethod of operation for the
Governnment. The HQMC CA Program Manager will notify the appropriate staff
agency heads when action is required.

4. The HQMC DRI'S Program i ncludes two functions: coordination of HQVC

i nterservice support agreenents (ISAS) between HOQMC and other DoD activities,
and coordination of Marine Corps participation in Joint Interservice Resources
Study Group, Northern Region 15 (JIRSG NO 15) activities.
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a. HQMC staff agencies should contact the HQVC DRI S Coordi nator (DirAR)
(ARA)) for advice and assistance in negotiating and preparing |ISA s. HQVC
staff agencies are required to forward all ISA 5 to the HQVMC DRI S Coordi nat or
for review prior to final approval, as well as a copy of the final |SA after
it is signed by all parties. Al ISA' s nust be reviewed every 3 years and
revised every 6 years, or earlier if warranted by significant changes in
support requirenents.

b. The DirAR (ARA) is the JIRSG NO 15 coordi nator for Marine Corps
participation in joint service studies conducted within a radi us of
approximately 50 mles from Washi ngton, DC. Wen requested by the
JI RSG NO 15 coordinator, HQVC staff agencies are required to assign
functional experts who will actively participate in the various study groups.

5803. OFFI CE EQUI PMENT NMANAGEMENT

1. The DirAR (ARD) is responsible for the managenent and control of office
equi pnent at HOMC. The objective of office equipnent is to ensure existing
equi pnent is used efficiently and to supervise the selection of new or
addi ti onal equi prent.

2. The term"office equipnent,” as used in this paragraph, means any machi nes
used in the office to process, reproduce, store, or transmt information
Exanpl es of office equipnent are: calculators, dictation and transcription
equi pnent, facsimle transm ssion devices, typewiters, mail handling

equi prent, m crof orm equi pnent, and audi ovi sual equi pnent.

3. Send requisitions for office equipnent to the DirAR (ARD) providing
conplete justification.

5804. M CRCFI LM PRAJIECTS

Send requests for conventional mcrofilmng services to the DirAR ( ARAE)
Such requests woul d enconpass itens |ike new applications of conventiona
m crofilmng services or changes in the nunber of duplicate copies required
for an existing application. Detailed information for the subm ssion of
requests for mcrofilmapplications or services is in MCO 5210. 13.

Send all requests for new Conputer Qutput Mcrofilm (COWM production
applications and changes in the distribution of COMduplicates to the

AC/'S C41 (CCDH).

3. Wen the use of mcrof ormng technique is a consideration in plans

i nvol ving admi nistrative systens or nultiple copy mcroform nethods, consult
the DirAR (ARAE) for technical advice and assistance in the early planning.
(MCO 5210. 13 refers.)

5805. FORMS MANAGEMENT

1. Forns managenent is the devel opnment or inprovenent of data el enments and
fornms design on proposed or existing fornms, and the review arid coordi nation
of

forms to ensure efficient response to managenent requirenents.

2. The term"form neans any docunent including |letters, postcards,

menor anduns or certificates, printed or otherw se reproduced with space for
inserting data, descriptive material, or addresses designed to structure the
arrangenent of information.
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3. Specific objectives of the Marine Corps Forns Managenment program are to:

a. Ensure that a formsatisfies a valid need and is necessary for
ef ficient and econom cal operation

b. Mnimze the cost of using forns by devel oping forns that are easy to
fill-in, read, transmt, process, and retrieve.

c. Increase the usefulness of information on forns through proper design
and cl ear instructions.

d. Pronpte standardi zati on and consolidation of forns.

e. Pronote the use of technology to facilitate the creation
di stribution, and use of forns.

4. Headquarters staff agencies and offices at MCCDC and MARCORSYSCOM
sponsori ng a docunent (study, nessage, correspondence, or directive) requiring
bl ank fornms must route the docunment through the DirAR (ARAE) for forms review
The DirAR (ARAE) will analyze the requirenent to ensure it neets the specific
criteria for blank forns as outlined in MCO 5213.7 and MCO 5213.8. Upon
approval of the requirenment, the DirAR (ARAE) will issue a NAVMC form nunber
and prepare necessary specifications for printing, reproduction, or reprinting
for stock. Staff agencies are further responsible for notifying the DirAR
(ARAE) of any changes to forms requirenent.

5. The DU S 1&L (LFS) procures, stocks, and issues forns for the Marine Corps
supply system The DirAR (ARE) prints and reproduces blank fornms and procures
for stock blank forms used by Headquarters staff agencies. The originator of
a blank formis responsible for initiating procurement requests and for

i ssuing directives pertaining to the use and availability of forms. MO
5213. 8, Managenent of Bl ank Fornms at Headquarters Marine Corps (HQW), Marine
Cor ps Combat Devel opnent Command (MCCDC), and Commander, Marine Corps Systemns
Comand ( COMMARCORSYSCOM), contains detailed instructions and infornmation on
the responsibilities of functional nmanagers in the forms managenment program

6. Refer to paragraph 5100.3f, for instructions on obtaining blank forns for
use by Headquarters staff agenci es.

5806. REPORTS MANAGEMENT

The overall goal of the Marine Corps Information Requirenents (Reports)
Management programis to ensure that managenent control and deci si on- naki ng
needs are nmet and that the information requirenents inposed are fulfilled in
an effective, efficient, and econon cal manner

2. Specific objectives of the Informati on Requirenents (Reports) Mnagenent
program are to:

a. ldentify information needs of nanagers.

b. Collect, transmt, process, and store information through the nost
econoni cal and efficient use of personnel, funds, and equi pnent.

c. Elimnate reports which are duplicative or not cost-effective through
control, standardization, and consolidation

d. Ensure that reports are not inposed unless the expected val ue of the
information is worth the inposition of the burden
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e. Coordinate reports nanagenent with related infornation resources
managenment prograns (forms, records, privacy, and infornation systens).

3. Headquarters staff agencies and offices at MCCDC and MARCORSYSCOM

sponsori ng a docunent (study, nessage, correspondence, or directive) requiring
a report nust route the docunent through the DirAR (ARAE) for eval uation of
the reporting requirement. The DirAR (ARAE) will analyze the requirenent to
ensure it nmeets the specific criteria for a report as outlined in MCO 5214. 2.
Upon approval of the requirement, the DirAR (ARAE) will issue a report control
synmbol to identify the report. Staff agencies are further responsible for
noti fying the DirAR (ARAE) of any changes to a reporting requirenent.

4. The DirAR (ARAE) provides assistance and advice to anyone devel oping a
report or reporting system MCO 5214. 2 contains detailed information for
reports managenment Marine Corps w de.

5807. DOCUMENTATI ON ( RECORDS) NMANAGEMENT

1. The Docunentation (Records) Managenent provides for effective controls
over automated and nanual records fromtheir creation to their final

di sposition, with particular enphasis on elininating unnecessary paperworKk.
MCO 5210. 11 contai ns gui dance and principles regarding the Marine Corps
Docunent ati on Program

2. Docunentation (records) includes all books, papers, reports, nachine-
readabl e materials, forns, maps, photographs, or other docunmentary materials
(regardl ess of physical formor characteristics (electronic, nicroform and/or
hardcopy)) made or received in connection with the transaction of Marine Corps
busi ness.

3. Headquarters staff agencies and offices at MCCDC and MARCORSYSCOM
sponsoring a docunent (study, nessage, correspondence, or directive)
prescribing the creation and/ or maintenance of records, not covered in current
di sposal instructions nust route the docunent through the DirAR (ARAE) for
eval uation. Disposal instructions for Marine Corps records are contained in
SECNAVI NST 5212. 5.

4. Proposed records systens/equi pment costing in excess of $1,000 nust be
approved by the DirAR (ARAE). Headquarters staff agencies will coordinate
eval uation of ADP systens procurenent/acquisition through the DirAR (ARAE) as
an interested office.

5808. OA/ EUC/ ADP RESOURCES MANAGEMENT

1. The DirAR (ARl) is responsible for the managenent and control of HQVC

of fice automati on, end-user conputing, and automatic data processing

(OA EUC/ ADP) resources. The term "QA/ EUC/ ADP resources” as used in this

par agr aph i ncl udes equi prent (hardware), software, supplies, naintenance, and
training. Exanples of OA/ EUC/ ADP equi pnent are word processors, personal
conputers, mini and nai nframe conputers as well as peripherals and accessories
t hat have been classified by the General Services Administration as Group 70
(CGeneral purpose ADPE) itens.

2. The objectives of the OA EUC/ ADP resources managenent programare to

i ncrease productivity through the use of the OA EUC ADP resources; to provide
gui dance for the analysis, design, inplenentation, and eval uation of such
systens; guard agai nst unwarranted or otherw se indiscrimnate acquisition of
systems or equiprment; and to provide for the exchange and di ssem nation of

i nformati on about QA/ EUC/ ADP operations, technol ogy, and applications.
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3. Submit requests for OA EUC/ ADP resources to the DirAR (ARI) with witten
justification. Contact the DirAR (ARI) early in the planning phase for

assistance in the preparation of supporting docunentation. The DirAR (ARI)
wi || evaluate and process requests followi ng current Marine Corps regul ations
governi ng the HQADM NMAN acqui sition and use of such resources. St af f

agencies anticipating requirenments for new, additional, or replacenment systens
or equi prent should identify those requirenents in the annual budget
subm ssion. (See paragraph 5112.)
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 9: LI BRARY FACI LI TIES

5900. MARINE CORPS HI STORI CAL CENTER LI BRARY

1. The Marine Corps Historical Center Library contains one of the worlds

| argest collection of Marine Corps-oriented literature. The library is on the
third floor of the Historical Center, Building 58, Washington Navy Yard and is
open from 0800 to 1630, Mnday through Friday, except holidays.

2. The library’'s book collection has over 22,000 vol unmes includi ng Corps-
related fiction and biographies. The journal collection represents
approximately 50 titles, including conplete holdings of the Marine Corps
Gazette and Leat herneck nagazines. 1In addition to the books and journals, the
library has many post and station newspapers going back to Wrld War |1

Marine Corps T/ O s, and obsol ete Marine Corps orders and bulletins.

3. The collection provides reference material on Marine Corps history,

hi story of anphibious warfare, and related mlitary and naval history. It
covers all the wars in the Corps fromthe Revolutionary War through the | atest
wor ks on Grenada and Beirut. The library also contains a collection of
general reference books such as encycl opedi as, indexes, and al manacs. The
library staff will borrow books or magazines on interlibrary |oan from other
i brari es when request ed.

4. Books may be borrowed in person or requested fromthe library in witing
or by tel ephone, (202) 433-3447. Books are | oaned for 2 weeks and the | oan
can be renewed.

5. The Historical Center Library is open to all nmilitary and civilian

enpl oyees of HQMC, Marine Barracks, Washington, DC, other Marine Corps
activities in the Washington netropolitan area, and to anyone with an interest
in Mari ne Corps history.

5901. LOd STICS STUDI ES LI BRARY

1. Copies of all logistics studies sponsored by the Marine Corps and sel ected
| ogi stics studies sponsored by other services are held in the Logistics
Studies Library maintained by the DO/S | & (LPM. The library al so maintains
a limted anobunt of general |ogistics reference naterials.

2. The library, located in room 644 of the C arendon Square Buil ding,
Arlington, VA, is open fromO0800 to 1630, Mnday though Friday, except
hol i days.

3. In addition to study reports, the library contains a listing of |ogistics
studi es and standard bi bliographi es generated by the Defense Logistics Studies
I nformati on Exchange (DLSIE) and is the HQMC POC for DLSIE. Custom DLSIE

bi bl i ographies on a particular |ogistics issue, indexed by subject, keyword,
or title phrases, can be requested by contacting the studies |ibrarian at

696- 0893 or 696-0894 (library). Mcrofiche copies of specific studies can

al so be ordered fromDLSIE through the librarian; however, paper copies of
docurent s nust be obtained by follow ng the normal Defense Technica
Information Center (DTIC) requisitioning procedures.
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTI ON 10: DATA PROCESSI NG SERVI CES

51000. PROCEDURES FOR REQUESTS FOR AUTOVATI C DATA PROCESSI NG ( ADP) SERVI CES

1. The Marine Corps Central Design and Progranm ng Activity (MCCDPA),
Quantico, VA, is responsible for: HQVC |ogistics and manpower nanagenent
systens; financial (less disbursing); operations, training, aviation, and JCS
rel ated ADP systens; HOQMC support systens; NCCDC ADP support; and ot her
support systens as directed by the Conmandant of the Marine Corps. The HOQMC
Dat a Services Support Branch (CCDH), a liaison office of the MCCDPA, is

| ocated at HQMC and offers onsite support to custoners.

2. The cogni zant functional manager will initiate requests for new systens
devel opnent efforts foll owi ng MCO P5231. 1.

Requests for naintenance and nodification for existing systenms will be
submitted to the Director, MCCDPA followi ng the fornat prescribed by
MCO 5230.8 that directs the MCCDPA's to offer technical and operati onal
feasibility of a maintenance or nodification project.

4. Requests for operation of existing systens and use of ADP equi prment
assigned to MCCDPA will be in the format and manner prescribed in the MCCDPA
User’s Quide. The User’s Cuide further provides detailed descriptions of
ADP services avail abl e and copies may be obtained fromthe Director, MCCDPA.

5. Refer to paragraph 5808 herein for guidance regardi ng acquisition of
QA/ EUC/ ADP r esour ces.
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 11:  VEHI CLE PARKI NG

51100. VEH CLE PARKI NG AT ARLI NGTON ANNEX. The Parki ng Managenent O fice has
the primary responsibility for all parking in FB#2 parking facilities. They
mai ntai n excl usive control of executive, carpool, vanpool, handi capped,

speci al situation, and visitor parking requirenments, and all ocate spaces to
this Headquarters for executive, shiftworker, and unusual hours parking. The
par ki ng Managenment Ofice is located in room G601, ext. 41125/41126.

51101. HEADQUARTERS PARKI NG CONTROL CFFI CER

1. The Director of Adm nistration and Resource Managenent (ARAC) is
designated as the Headquarters Parking Control O ficer, and as such is
responsi ble for the adm nistration of executive, shiftworker, and unusua
hours parki ng spaces allocated to HQMC by the parki ng Managenment O fice.

2. The Headquarters parking Control Oficer will reallocate to Headquarters
staff agencies, parking space(s) for unusual hours based upon individual staff
agency requirenents, population, and ultimately the availability of HQW-

al | ocated parking spaces. The Headquarters Parking Control Oficer is |ocated
in room 1006, ext. 41235/42344.

3. The Headquarters Parking Control Oficer will adm nister the annual review
of HOMC-al | ocat ed executive, shiftworker, and unusual hours parking
assignments when so notified by the Parking Managenent O fice.

51102. STAFF AGENCY PARKI NG CONTRO. COFFI CER. Each staff agency wi |l appoint
a parking control officer to adm nister the assignnment of executive,

shi ftworker, and unusual hours parking spaces that have been reallocated to
the staff agency by the Headquarters Parking Control Oficer. The nane,
grade, and work phone nunber of the individual appointed as the staff agency
parking control officer will be reported to the DirAR (ARAC) when so
appoi nt ed.

1. The staff agency parking control officer will ensure the proper conpletion
of DD Form 1199 (Figure 5-10) as prescribed by figure 5-11 for

a. Each individual requiring a parking space, based upon the criteria for
the type of space, and the availability of such space assigned to the staff
agency.

b. Individuals neeting the criteria noted in par. 51104.10, who require
tenporary parking.

2. \Wen conpleted, the DD Form 1199 will be forwarded to the Headquarters
Par ki ng Control Officer for processing. Wen a permt holder is transferred
or is reassigned to another staff agency, the permit will be recovered by the
staff agency parking control officer. Reassignnent of that parking space wll
be effected by 5~nmitting a DD Form 1199 for the new holder to the
Headquarters parking Control Oficer along with the old permt.
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3. Staff agency personnel requesting carpool, vanpool, special situation, or
handi capped parking permits should be referred to the Parki ng Managenent
Ofice.

51103. | NDI VI DUAL PERM T HOLDERS. Hol ders of parking permts are
responsi bl e

for ensuring the proper utilization of their individual pernmits as prescribed.
Permits are valid only for the person and space (or lot) so assigned. Wen an
assi gned parking space is no longer required (e.g., change of working hours,
transfer, reassignnment, etc.) the permt must be relinquished to the staff
agency parking control officer. Failure of individual permt holders to
conply with the requirenments nmay result in the pernmanent wi thdrawal of parking
privileges in FB#2 facilities.

51104. POLI CIES AND PROCEDURES. The follow ng policies and procedures apply
to parking in FB#2 parking facilities. Locations of parking spaces and |lots
are shown in figure 5-2. Applications for parking permts (except for specia
situations and two-wheel ed vehicl es) nmust be made by conpleting an Application
for Individual Parking Pernmit, DD Form 1199, as prescribed in figure 5-1

1. Carpool Parking. Eligibility for carpool parking consists of a group of
two or nmore people using a notor vehicle for transportation to and from work.
At | east one nenber must be assigned to physically work in FB#2 on a full-
time basis. Application for carpool parking should be nade by submtting DD
Form 1199 to the Parking Managenent O fice, room G01. Carpool parking may be
either within the FB#2 conpound or in Lots 1 through 4, and 6 based on the
avail ability of parking spaces.

2. Vanpool Parking. Eligibility for vanpool parking consists of a group of 8
to 15 persons using a van, specifically designed to carry passengers, for
transportation to and fromwork in a single, daily round-trip. This excludes
aut onobi | es, buses, or commerci al |l y-operated vanpools. Applications for
vanpool parking will be subnitted in the same manner as carpool applications
(see par. 51104.1). Parking for vanpools may be within the FB#2 conmpound, or
in Lots 1 through 4, based on the availability of parking spaces.

3. Executive Parking. Executive personnel are defined as general or flag
officers and civilian enployees in the Senior Executive Service, or the
equi val ent .

a. Certain spaces within the FB#2 conpound will be designated as
executive spaces at all tines.

b. Applications for executive parking should be made by subnmitting
DD Form 1199 to the Headquarters Parking Control O ficer via the executive’'s
staff agency parking control officer.

4. shiftworker Parking. Persons whose schedul ed duty hours are established
as a shift starting or ending outside their staff agency’s nornal duty hours
may qualify for parking in FB#2 parking facilities. The term "shiftworker"
pertains to persons assigned to swing or midnight shifts, but does not include
those on flexitime, or conpressed work-work schedul es. The availability of

shi ftworker parking is based on the availability of allocated shiftworker
spaces.

a. Requests for shiftworker parking permits will be submitted to the
Headquarters Parking Control Oficer via the staff agency parking contro
officer. DD Form 1199 nust be subnmitted for each shiftworker along with a
menor andum descri bing the hours of duty and rotating shifts (if applicable).
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b. During the hours of 0600-1530, Monday through Friday, shiftworker
permit hol ders nust park in Lot 6. During all other times and on weekends
and
hol i days, shiftworkers may park in avail abl e spaces with the FB#2 conpound
(except executive and handi capped spaces).

5. Unusual Hours Parking. Personnel who are officially assigned unusua
wor ki ng hours, or who, because of the requirenents of their job nust arrive
unusual ly early and/or depart unusually late, rmay be eligible for parking.

Ti me periods which vary less than 1 hour from established staff agency work
hours are not considered unusual. The availability of unusual hours parking
is based on the availability of allocated unusual hours parking spaces.
Requests for unusual hours parking pernmits will be submitted to the
Headquarters Parking Control Oficer via the staff agency parking contro

of ficer, utilizing DD Form 1199.

6. Handi capped Parking. A person eligible for handi capped parking is one who
is so severely handi capped as to preclude, or make unreasonably difficult, the
use of public transportation or carpools/vanpools. Justification for this
priority will require certification by the DoD Civilian Enpl oyees Health
Service or the Medical Oficer, USMC, as appropriate. The individual nust
work in FB#2. Persons eligible for handi capped parking should submt DD Form
1199, along with required certification, to the Parking Managenment O fice.

7. Two Weeled Vehicle Parking. Lane F is reserved for two-wheeled vehicles
only. No pernits are necessary for this area. You are required to cone to
room G501 to show your registration and conplete a DD Form 1199.

8. Social Situation Parking. Carpool, vanpool nenbers, bus riders, schoo
attendees (3 days or fewer per week) who, due to unforeseen circunstances or
enmergenci es, must drive their car on any given workday nmay apply for a specia
situation parking permt. Personnel who neet the above may apply for a
tenmporary, 1 day permt, fromthe Headquarters Parking Control O ficer, room
1006, the day prior, or the sanme day. Special situation parking is avail able
in Lot 6 only.

9. Visitor Parking. Visitor parking within FB#2 conpound in spaces A47

t hrough A51 and M31 and MA7, and the designated area of Southgate Road is
reserved for persons who visit FB#2. Persons who work in FB#2 are not
considered visitors. Visitors parking is linmted to 3 hours between the hours
of 0600 and 1530, Mnday through Friday, except holidays. VIP visitor parking
may be reserved for visiting general/flag officers, or Senior Executive
Service, or equivalent by contacting the Headquarters Parking Control Oficer

10. Tenporary Parking. Tenporary parking is available in Lot 5 for hol ders
of valid tenporary parking permits and is linted to duty officers, personne
on tenporary duty not to exceed 2 weeks, Reserve conponent personnel on 2
weeks of annual active duty, selection board nenbers not to exceed 2 weeks,
and new departing personnel up to 10 worki ng days. Applications for

t empor ary

parking permits will be subnmitted on DD Form 1199 to the Headquarters Parking
Control Oficer via the staff agency control officer.

1. Lot 6 Parking. Limted parking is available in Lot 6 for hol ders of

val id permanent parking pernmits. Permts are issued on annual basis for those
personnel who are not nenbers of a vanpool, carpool, etc. parking is limted
and is on a fair share basis as deternined by each staff agency. Applications
for parking permits will be submitted on DD Form 1199 to the Headquarters
parking Control O ficer via the staff agency control officer
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12. Carpenter Road parking. Limted parking is available on Carpenter Road,
| ocated on the grounds of Henderson Hall, for holders of valid permanent
par ki ng decals. Decals are issued for those personnel who are not nenbers of
a vanpool, carpool, etc. parking is limted and is on a fair share basis as
deternm ned by each staff agency. Request to park on Carpenter Road through
your staff agency control officer. When you are approved and authorized by

t he Headquarters Parking Control O ficer, you can go to the provost Marshall’s
O fice on Henderson Hall to be issued a parking decal.
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ballpoint pen.
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DD FORM 1199, DEC 91
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Flgure 5-10--DD Form 1199 (Pentagon Parking Permlt Application).
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PRIVACY ACT STATEMENT FOR DD FORM 1199

AUTHORITY: Federal Property & Administrative Scrvices Act of 1949, Siatute af’
Amended. 5 U.S.C Section 552a (1988)

PRINCIPAL PURPOSES: To obtain information required to adequately manage a
parking program. To assign parking permits to eligible military and civilian
personnel and to maintain a record of such assignments.

ROUTINE USES: Information is used internally for the issuance of a parking
permil.

DISCLOSURE: Voluntary; however, failure to provide information may result in
denial of application for a parking permit.

I certify that | actively participate as a member of a reserved car pool. | understand
that active participation means that I ride to and from work as a member of the car
pool (except when on leave or other situations that would preclude travel on any
given day) for a distance of at least one mile. Further, 1 undecrstand that
rative action will be taken to revoke my parking priviledge for falsifying my
participation.

Signature of Principal Member Date

Signature of Applicant Date

OFFICE USE ONLY

IO
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Permit Application--Continued.
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~-DD Form 1199 (Pentagon Park

-10.

Figure 5
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| NSTRUCTI ONS FOR COVPLETI ON OF PENTAGON PARKI NG PERM T
APPLI CATI ON (DD FORM 1199, DEC 91)

GENERAL | NFORMATI ON:

1. USE | NK OR BALL PO NT PEN.

2. MAKE DARK MARKS.

3. FILL I N PCSI TI ON COVPLETELY.

4, I NSERT ALL REQUESTED | NFORVATI ON FROM LEFT TO RI GHT.
PREPARATI ON:

PERSONAL DATA

1. NAME - (FROM LEFT TO RIGHT) | NSERT LAST, FIRST AND M.

2. LI CENSE - (FROM LEFT TO RI GHT) LI ST VEHI CLE LI CENSE PLATE# AND
STATE | NFORVATION.  UP TO 3 VEHI CLE PLATES NMAY BE | NSERTED. DO
NOT' PROVI DE DRI VER' S LI CENSE | NFORMATI ON | N THESE BLOCKS.

3. RANK - FILL I N APPRCPRI ATE CATEGORY AND RATE.

EXAVPLE: GV 1 3 LTCOL 0 5 GvSGT 0 7
GV [1] [3] OFF [0] [53] ENL [0] [7]

CONTACT PHONE - ENTER AREA CODE AND NUMBER
DEPT. - MARK "DN'.
DIV. - ENTER AND MARK "CMC' (FROM LEFT TO RI GHT).
7. HOMVE GRID ZI P CODE - ENTER AND MAPK YOUR HOME ZI P CCDE AND
G&RI D.
8. APPLI CATI ON DATE - MARK APPRCPRI ATE MONTH, DAY AND LAST DIG T
OF YEAR APPLI CATI ON IS COVMPLETED.
9. TYPE PERM T - MARK "EXEC' FOR EXECUTI VE, "U FOR UNUSUAL HOURS,
"SW FOR SHI FTWORKER.
10. PRI VACY ACT STATEMENT FOR DD FORM 1199 - PERSON APPLYI NG FOR
PERM T SI GNS AND DATES "SI GNATURE OF APPLI| CANT".

oo

OFFI CE USE ONLY

1. TH S PORTION OF THE APPLI CATION W LL BE COWLETED BY TME HOQMC
PARKI NG COORDI NATCR AND THE FB#2 CENTRAL PARKI NG OFFI CE
PERSONNEL. AGENCY REPRESENTATI VE DOES NOT SI GN APPLI CATI ON.

2. PLEASE CALL THE HQMC PARKI NG COCRDI NATOR, Master Sergeant Hernandez

ARAC AT 703-614-2344/ 1235 FOR ANY QUESTI ONS CONCERNI NG
COVPLETI ON OF THI' S APPLI CATI ON.

Figure 5-11.--Instructions For Conpletion of Pentagon Parking Permt
Application (DD Form 1199, Dec 91)
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CHAPTER 5
HEADQUARTERS SERVI CES
SECTION 12: AUDI OVI SUAL SERVI CES

51200. AUDI OvI SUAL. The DirAR (ARB) is responsible for providing

pr of essi onal audi ovi sual services to Headquarters Marine Corps; all Marine
Corps activities in the Mlitary District of Washington and those within a 30-
mle radius wthout designated support from el sewhere; and DoD tenants within
the ARLEX through Interservice Support Agreenents, per MCO 5290.1, the Marine
Cor ps Training and Audi ovi sual Support Mnual. Audiovisual services include
graphics, still photography, equipnent issue, closed circuit television

proj ectioni st support, video production, an audi ovisual equipnrent repair/

mai nt enance/installation capability and a view ng room

51201. GRAPHI CS AND PUBLI CATI ON SERVI CES. The Dir AR (ARBA) provi des

prof essional |y prepared vugraphs for briefing support, 35mslides, limted
publication artwork/design capabilities, typesetting services, graphics canera
enl argenent s/ reducti ons, access to a clip-art library, hallway sign
production, charts, certificates, briefing book covers, and graphics
consultation services. A NAVMC HQ 471 is conpl eted upon subm ssion of al
projects in room 1434. Turnaround tinmes vary according to scope of projects,
priorities already in house, and tinme restraints placed on individua

custoners to neet briefing and publication deadlines. Requests for priority
work rmust be justified. A self-service area in room 1434 is available 24
hours and is equi pped with transparency and lettering machi nes so that
custoners can produce their own overhead transparencies or charts to be used
wi t hin Headquarters only; slides, overhead transparencies or charts to be used
out si de of Headquarters should be produced by graphics personnel to ensure
prof essional quality. Support is also available to assist custonmers with

sel f-service projects during the hours of 1400-1630; equi prent and supplies
will be available to produce signs, charts, briefing book covers, and to punch
and bind briefing books.

51202. PHOTOGRAPHI C SERVI CES. The DirAR (ARBB) provides officia

phot ographi ¢ services to all authorized staff agencies. These include:
access to a limted 35mslide |library, photo docunentation services, officia
portraits, full-length photos, ID card and passport photos, as well as
phot ogr aphi ¢ coverage of official cerenopnies and events.

1. Staff agencies requiring photographic services wll:

a. Contact the DirAR (ARBB), room 1433, extension 42634, at |east 24
hours before the event.

b. Prepare an Audiovisual Activity Job Order, OPNAV 5290/1 of 2-83 prior
to the event and provide the photographer with a conpleted job order

c. Provide transportation, if needed, for the photographer if shuttle
service is not avail able.

2. Admi nistrative photographs, such as program application photos, officia
passport photos (nust have orders or nmeno in hand) and pronoti on board photos,
are taken in room 1435. Anyone coning for an adm nistrative photograph needs
to have in hand paperwork specifications (size, type and purpose) and be in
the correct uniform (see MCO P1070.12). Phot ographs are taken daily at the
foll owing tines:
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0800 - 1030) portraits (appointnent required)
1030 - 1530 Full | ength photos (appointnment required)
0800 - 1630 ID card and passport photos

3. Photographic requests are filled on a first-come-first-served basis.
Requests for urgent jobs nmust have conplete justification

4. The photographing of classified material will be per the instructions
contai ned in MCO P5510. 18.

5. The Photographic Section is also available as a photo reference library
and for professional consultation

6. Requests for group photographs will be approved only when certified as for
official Marine Corps historical purposes.

51203. AUDI OvI SUAL SERVICES. The DirAR (ARBC) provides support in the form
of : audio recording and processing; audiovisual equiprment on a short term or
I ong term (subcustody) loan basis; a limted closed circuit TV (CCTV) service;
proj ectioni st support for the CMC s Theater and Conference Room video
producti onl docunentati on capabilities; an audi ovisual equipnrent repair/

mai nt enance facility; a 24-hour view ng roomservice and expert audi ovi sua
consultation in planning new facilities that require audi ovisual support.

1. Agencies requiring audio/video duplication or audio/video docunentation
recording services will submt an Audiovisual Activity Job Order

(OPNAV 5290/ 1) and USMC agenci es requiring video production support wll
submit a Visual Information Production Request (DD Form 1995-1) to the
DirAR (ARBC), room 2031. Requests for priority work nmust be justified.

2. Videotaping of parades and cerenonies containing copyrighted nateri al

either audio or visual, is prohibited unless specifically requested by SPD (to
i nclude CMC and ACMC); Dir, PA; Dir, HD, or the Conmmanding O ficer, Marine
Barracks, 8th and I. Such video tapes will be for internal Marine Corps use;

i.e., archival (historical docunmentation), or internal Mrine Barracks, 8th
and | use only. Duplication requests nust be subnitted via the Dir, PAB

3. Audiovisual equipnment and training tapes are available for short term (30
days or less) loan in room 1429. Agencies will conplete a Training

Ai ds/ Devi ces Request (5290) when picking up needed equi pnent. USMC agenci es
requiring equi pnent for over 30 days or on a recurring basis may request a
long term | oan by nmenorandum stating equi pnent needs and conpl ete
justification. Approved requests require the agency Responsible Oficer to
sign a Responsible Oficer Sub-Custody Record (4430 NAVMC HQ 724) upon

recei ving equipnent. A viewing room room 1429, equipped with various types
of audi ovi sual equi pnent for previewing nmaterials, is available on a 24-hour
basis. For after hours access contact the staff duty office, room 1010.

4. CCTV service consists of the operation and naintenance of limted, in-
house closed circuit video (Bulletin Board, |ive and taped broadcasts) service
and a cable news tel evision program service to authorized offices of supported
activities. Authorization is determ ned by the D rAR (ARB)
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CHAPTER 6
MARI NE CORPS PERSONNAL RECORDS

6000. OFFICIAL M LITARY PERSONNEL FILES ( OWPF' S)

1. Per MCO P1070.12, Marine Corps Individual Records Adm nistration Manua
(I1RAM, Oficial Mlitary Personnel Files (OWF S) are maintained by the DU S
M&RA ( MVBB) for:

a. Al active duty and Reserve Marine officers and enli sted.
b. Fleet Marine Corps Reserve
c. Al tenporary disability retired (TDRL) Marines

2. The OWF s of all other retired and forner Marines (except general offi-
cers) are held for no less than 6 nonths and up to 12 nonths foll ow ng
separation, retirenent, or death, and are then nmintained at the Nationa

Per sonnel Records Center (NPRC), St. Louis, M Ssouri. Records of genera
officers are kept at HQMC for 1 year following retirenent and are then sent to
t he NPRC.

3. The DC'S M&RA (MVBB) creates new mcrofiche OWF s for all new officer and
enlisted Marines, and continuously updates these OMPF s by addi ng aut hori zed
docunents.

4. \Wen a selection board, staff agency, or an individual desires to review a
particular OWF, the naster mcrofiche is retrieved and a duplicate copy is
made and given to the requester. The individual Marine nay keep this copy of
his or her record. Boards and staff agencies nust ensure safeguards are taken
to properly dispose of all copies of OWF S requested by their agency; i.e.

put into burn bags for destruction, or shredded. OWF s received in paper
formnust be returned to MVEB-20.

5. The types of mcrofiche in the OWF are:

a. S-Fiche. Service Fiche - contains docunentation pertaining to
servi ce conputation and general admnistrative data.

b. C Fiche. Conmendatory/Derogatory Fiche - contains that type of
docunent ati on.

c. P-Fiche. Performance Fiche - contains fitness reports and associ ated
docunent ati on.

6001. SCREENI NG AND FI LI NG MATERI AL | N PERSONNEL FI LES

1. The mlitary history of a Marine fromtine of entry into the service unti
final separation is contained in the OWF. The contents of the OWF are
limted to material clearly pertinent to the Marine’s mlitary history.

2. To prevent the inclusion of extraneous matter in OWF s, the Records
Branch will carefully apply the intent of chapter 1 of the | RAM and

MCO 1070.14 in the creation and mai ntenance of OWF s. HQMC staff agencies
submtting material for inclusion in the OWF will submt only those docunents
which are clearly pertinent to the Marine's career and history. Itenms sub-
mtted which are extraneous per chapter 1 of the IRAMw I| be purged.
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3. HQMC staff agencies sending correspondence for file in OWF s will observe
the foll owing requirenments. Incom ng correspondence will be stanped or narked
"file" and initialed legibly on the face of the docunent. The placing of a
stanmp on material is a certification that the foll owi ng conditions have been
met :

a. The material is properly related and pertinent to the Marine
concer ned.

b. Al interested parties within HQMC have seen the materi al
c. Al necessary action has been taken and conpl et ed.

d. Al material contains the Marine’'s full nane and social security
nunber ( SSN)

4. Al staff agencies reviewing OWF s will notify the Records Branch of
msfiled material or errors in the OWF through the use of NAVMC HQ 176, File
Error/Msfile Notice. These forns are available fromthe Records Branch or
the D AR (ARD).

5. When OWF' s are drawn fromthe NPRC by HQVC of fices, such files will be
retai ned by the requester until the necessary action is conpleted. Copies of
the incom ng correspondence together with the Headquarters response will be
inserted in, or attached to, the OWF prior to its return to the Records
Branch so appropriate action to include the correspondence in a subject
Marine’s OVPF prior to returning the OWF to the NPRC

6. Material of an unfavorable nature will not be subnmitted for inclusion in
the OMPF until action required by chapter 1 of the |IRAM concerni ng unfavorabl e
material is conpleted.

6002. AUTHORITY TO ORDER PERSONNEL FI LES

1. Authorized personnel may request copies of the mcrofiche OWF for offi-
cial purposes only. Only officers and civilian personnel in grades GS-9 or
hi gher are authorized to request OWF s on officers.

2. The nunber of individuals authorized to draw OWF s will be kept to a
mnimum Normally, staff agencies that are not high volume users will desig-
nate no nore than two individuals to order OWF s. Hi gher vol une users my
designate nmore than two individuals.

3. No one may order or draw the OWF of a superior in the chain of command.
Enli sted personnel are not authorized to draw or review officer personne

files except in unusual circunstances. Witten justification nust be included
with any requests of this nature.

4. Requests for authority to draw OMPF' s are subnitted on a NAVMC HQ 91
(OFficer Files) or NAVMC HQ 92 (Enlisted Files) to the DOUS M&RA (MVBB) for
approval. Oficers and civilian personnel, GS-9 and above, may be authorized
to make an energency draw of officer and enlisted OMPF s. Enlisted personne
in the grade of |stsgt/Msgt and above nmay be authorized to make an emergency
draw of enlisted OWF s. The following itens of information nust be submtted
with the NAVMC HQ 91 or 92 when applying for case draw authority:

a. Detailed justification of the need to have access to cases.
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b. Specific uses to be made of all cases drawn. Authority to draw OWF' s
wi |l not be approved for the foll ow ng categories:

(1) Reporting Seniors/Reviewing Oficers acting in those capacities.

(2) Persons responsible for the assignnent of Marines below the |eve

of HQWC.

(3) MOS sponsors, who will be provided cases as required by MMOA and
MVEA.

c. Procedures and equipnent in place to ensure protection of the infornma-
tion as required by the Privacy Act.

d. A User ldentification Code (or Requestor Code) to access the automated
retrieval system (Request Managenent System (RMS)). GCeneral information on
the use of RMS is provided in paragraph 6004. Users who have an access
identification code to other mai nfrane systens such as the Marine Corps Data
Network (MCDN) or the Headquarters Local Area Network (LAN) will use the sane
code to access RVM5. Users requesting access to order OWF s who do not
al ready have an access code to other systens nust request one fromtheir
Terminal Area Security Oficer (TASO. |If the requester’s TASOis
unknown, coordi nation should be made with the Records Branch ADP Security
O ficer to obtain a requestor |ID code.

5. The DC'S M&RA (MVBB) will carefully screen all requests to determ ne the
need for approval. Energency servicing will be held to an absol ute m ni mum
comensurate with the official requirenments of various offices. An eight-
digit custonmer code will be issued upon approval of a request submtted on the
NAVMC HQ 91/92 forms. The custoner code will be unique to a certain office,
branch, or agency, and will be used in conjunction with individual requester
codes each tinme a request is entered into RM5. One custoner code will be
assigned to the senior person in an office that requires case draw authority.
This customer code will be identified on a card issued to each individual in
the activity or office that is authorized to draw OWF 5. For exanple, the
section head for MVSB-10 is issued a custonmer code upon subm ssion and
approval of the NAVMC HQ 91/92. Each individual in MVSB-10 who is authorized
to draw OWPF s (through subm ssion and approval of separate NAVMC HQ 91/92
requests) will have a uni que requester code and the sanme custonmer code as

i ssued to the section head. The person signing the NAVMC HQ 91/ 92 requests
will be responsible for controlling and nonitoring case draw requests by those
i ndi vidual s who work for them Safeguarding the privacy of the contents of an
i ndividual’s OWPF and the liability of unauthorized use cannot be enphasized
enough.

6. Notify the DS M&RA, in witing, when an individual who is authorized to
draw OWF' s is transferred or when authority is no |onger required.

7. Do not take OWPF s out of HOQMC without the prior approval of the DO S M&RA
(MVSB). It is the requester’s responsibility to ensure a paper case is
recharged through MVSB-20 in the event the case nust be sent to another office
or agency. The system (RM5) will continue to show the case charged to the
custoner code and requestor ID as originally input, and the original user wll
be hel d responsible for the OWF until action is initiated through MVBB-20 to
change or recharge the OWPF

8. Semannually, a listing of active custoner codes and requestor ID s wil
be distributed for review Staff offices will be asked to verify these
listings for currency, to advise Records Branch of any changes, and to submt
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appropriate NAVMC HQ 91/92 forns as applicable. |If responses are not
recei ved, authorizations not revalidated will be automatically cancel ed.

6003. AUTHORITY FOR MARI NES TO REVI EW THEI R OMN PERSONNEL FI LES

1. Individuals may review their own personnel files, upon presentation of
proper identification, during the hours of 0800 to 1600, Mbnday through
Fri day, except holidays. I ndi vidual s may request their OWPF through the MRA

Liaison Ofice, room4012, Navy Annex, or at the Custoner Service W ndow,
Records Managenent Section, Records Branch, |ocated on the 3rd deck, building
2008, Quantico, VA. GCeneral officers may review their personnel files in the
offices of the DS M&RA (MM, room 4000, Navy Annex, or DC/'S M&RA ( MVSB),
room 200, buil ding 2008, Quantico, VA

004. PROCEDURES FOR ORDERI NG DRAW NG CONTROLLI NG, AND RETURNI NG OFFI CER
AND ENL| STED PERSONNEL FI LES

1. General procedures for Odering personnel Files

a. Routi ne ReQuests. Requesters will log on to RM5 using computer
terminals in the M&RA Liaison Ofice, located in room 4012, Navy Annex, by
using both their requestor ID and custonmer code. Users will request OWF s,
check status of previously entered requests, cancel previously entered
requests, or acknow edge receipt of OWF s. OWF s ready for pickup will be
forwarded by MVBB-20 to the M&RA Liai son office. Each mcrofiche copy wll
contain a conputer printed |label indicating the requestor |ID or section code
of the user as entered into RM5. Routine requests will nornally be serviced
within 72 hours.

b. Energency Requests. Wen i mediate delivery of a record is necessary,
the request should be entered into RM5S with a request type of "energency"
(keyed in as "EMERCGENCY"). This will flag the system for expeditious process-
ing. Only the following situations are considered appropriate as energency
requests:

(1) An imediate response is required to a witten or oral request
fromWite House staff, Menbers of Congress, Secretary of Defense, Secretary
of the Navy, or a Marine Corps general officer

(2) Authorized investigator (e.g., NIS, Ofice of personnel Mnage-
ment, U S. Secret Service, FBI) visits to review official files of
i ndi vi dual s.

c. Controlled Case Files. To safeguard and protect the personal privacy
of active duty general officers, living fornmer conmandants, Marines who have
attai ned newsworthy status, or Marines or famly nenbers of Marines enpl oyed
i n Records Branch, such personnel files are stored and desirjnated "specia
cases" and are under the direct cognizance and control of the Head, Records
Branch. The naster |ocation designated in RVS for these records will appear
with an "S" and a two digit nunber, along with "LFJILE" in the date area of
the RM5 screen. justification nust be included with the case request before
the OMPF will be rel eased. The Head of the requesting office will be respon-
sible for proper custody of these records. The follow ng officials/boards my
be i ssued special cases without rel ease approval and may keep such records at
the discretion of respective officials:
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Commandant of the Mari ne Corps
Assi stant Commandant of the Marine Corps
Director, Marine Corps Staff
Deputy Chief of Staff for Manpower and Reserve Affairs
Director, Personnel Mnagenent Division
Head, O ficer Assignnment Branch
Head, Separation and Retirenment Branch (rel ease approva
required)
Pronoti on boards convened at this Headquarters (rel ease
approval required)

d. Inactive files located at the National Personnel Records Center
OWF s | ocated at the NPRC should be requested through RM5S followi ng the same
procedures used to request records | ocated at Records Branch. |If a St. Louis

regi stry nunber is not included on the RM5S screen which provides other infor-
mati on about the subject individual, the Input/Qutput Unit nust be contacted
(DSN 278-3947) to request the St. Louis case. Users may al so request assis-
tance at the M&RA Liaison Ofice, room4012, Navy Annex, extension 43470

Procedures for Return and Retrieval of Personnel Files

a. Return all paper personnel files to MVSB via the M&RA Liaison Ofice,
room 4012, Navy Annex as soon as possible but not later than 7 cal endar days
after the date of checkout. Mcrofiche copies need not be returned; however
it is the responsibility of the requesting office to ensure the mcrofiche
copy is properly destroyed.

b. Situations may arise that require an extensive search throughout HQVC
for a paper personnel file. On such occasions, properly identified personne
from Records Branch shall be granted access to all offices and afforded every
assi stance necessary to | ocate the needed personnel file.

6005. SAFEGUARDI NG FILES. Responsibility for safeguardi ng OMWPF s agai nst

| oss, use for unofficial purposes, and unauthorized divul gence of infornmation
rests with all personnel having the files in their possession. Title 18,

U. S.C. 2070 prohibits alteration, concealing, renoving, nutilating, obliterat-
ing, or destroying material in the OWF s. Infractions of the |aw are

puni shable by a fine of not nore than $2,000, inprisonment for not nore than
3 years, or both.

6006. MAI NTAI NI NG THE PRI VATE NATURE OF OFFI Cl AL PERSONNEL FI LES

1. The contents of official personnel files are considered to be private in
nature and as such the policy set forth in the Marine Corps Manual and in this
paragraph will be strictly applied. Requests will be referred to the

DC/'S MRRA (MM when attending circunstances are not covered by existing
policy. Requesters will be required to provided conplete identification (ful
nanme and SSN) in all cases where known, and a statenment concerning the nature
of their requirenent.

2. The DC'S M&RA (MVBB) shall grant access or deliver official personne
files only as foll ows:

a. |In accordance with paragraphs 6003 and 6004 of this chapter

b. Oficial personnel files of Marine Corps personnel may be delivered to
authorized recipients for use by the foll owi ng naval organizations:



6006 HQADM NVAN
(1) Navy Council of personnel Boards
(a) Naval C enency Boards
(b) Naval Physical Disability Review Board
(c) Navy Discharge Revi ew Board
(2) Corrections and Program Di visi on (NMPC- 84/ Per s- 84)
(3) Board for Correction of Naval Records
(4) Board of Decorations and Medal s

c. The official personnel files of a Marine or forner Marine may be
delivered to the following officials via the Director, personnel Managenent
Division in return for a receipt signed personally by the official concerned
or the designated assistant or aide:

(1) The president of the United States and the Naval Aide to the
President. (NOTE: All requests for records emanating fromthe Wite House
must be sent through the MIlitary Assistant to the President and the Speci al
Assistant to the secretary of Defense.)

(2) The Secretary of Defense, the Deputy secretary of Defense, and the
Assi stant Secretaries of Defense.

(3) The Joint Chiefs of Staff.

(4) The Secretary of the Navy, the Under Secretary of the Navy, and
the Assistant Secretaries of the Navy.

(5) The Judge Advocate General of the Navy and designated assistants,
when required in | egal determ nations.

(6) The Chief, Vice Chief, and Deputy Chief’s of Naval
Qper ati ons.

d. Oficial personnel files of former Marines may be provided at
| ocations external to HQWC for special programs. The special programs
referred to are those established by Presidential Menoranda, Laws, or the
Secretary of Defense. This nay be done by mlitary/civilian personnel
designated by the DC/S M&RA (M) who are sent TAD/ TDY for the purpose of
ordering, returning, controlling access to and mai ntaining accountability of
the files.

3. The follow ng general policy governs the release of information fromthe
records of Marine or former Marines:

a. Any classified information in the files of the DirAR (ARAB), regarding
a Marine or former Marine, will be furnished only when specifically authorized
by the DMCS.

b. If arequest for information is refused, pronpt notice will be given
to the requester with a statenent for the refusal.
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c. Information furnished will be held to a m ni mum consistent with the
requi renents of the request.

d. A Marine, former Marine, or the personal representative (one who
presents proof in witing) nmay be furnished any information or copies from
their records unless prohibited by existing directives.

e. The DirPA may prepare and release to news nedia infornation of a
bi ographi cal nature fromthe records of Marines or fornmer Marines unless
prohi bited by existing regulations and directives.

f. Nane, grade, service address, age, SSN, and length of service will be
rel eased by the DCU'S M&RA (MvBB, MVBB-10) followi ng the Privacy Act of 1974.

6007. RELEASE OF | NFORMATI ON FROM MEDI CAL RECORDS OF MARI NES AND FORMER
MARI NES AND TEMPORARY DI SABILITY RETIRED LI ST (TDRL) MARI NES

1. The Surgeon Ceneral of the Navy has been appointed by the Secretary of the
Navy to execute DoD policy in releasing nedical records of nenbers or forner
menbers of the Navy or Marine Corps and the Reserve conponents. Requests for
nmedi cal information, other than statenments of well being in the case of active
menbers of the Marine Corps, will be referred to the Commander, Naval Medica
Comand.

2. By Menorandum of understandi ng bet ween HQMC and Bureau of Medicine and
Surgery (BUMED) dated 3 May 1977, HQMC assuned the physical custody of the
medi cal records of former nenbers of the Marine Corps whose active service had
been termnated. Oficials of this Headquarters will keep and service those
health records and respond to inquiries about those records, subject to the
Privacy Act of 1974, to:

a. The former nenber.

b. Next of kin.

c. Prospective enpl oyers

d. Armed Forces recruiting services

e. Law enforcenent authorities.

f. Veterans’ Adm nistration

g. Menbers of Congress.

h. O fices or bureaus of State, |ocal, and Federal Governments.

i. Ilnsurance companies.

j. Ohers authorized by the nmenber concerned.
3. \Wen a response requires an interpretation of the medical information from
a record or where a psychiatric report nust be reviewed before the record can
be rel eased, the inquiry and the OWF are sent to the Medical Oficer of the
Mari ne Cor ps.
4. Nothing in this statenent of policy is intended to preclude the rel ease of
appropriate informati on concerning the current health and wel fare of i ndividu-

als in the arnmed services or vital statistical data, including proof of death,
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concerni ng such personnel. Neither is it intended to preclude conpliance with
court orders calling for the production of nmedical records in connection wth
litigation or crimnal prosecutions or to preclude release of information from
nmedi cal records when required by | aw.

6008. RELEASE OF PERSONNEL DATA TO QUTSI DE AGENCI ES

1. Definitions

a. Qutside agency. An organization or individual external to the Mrine Corps.

b. Personnel data. Reports, statistics, listing, tabulations, punched card decks,
and other information relating to groupings of civilians (funded by the Marine Corps)
and nmilitary personnel rather than individuals.

2. The DC'S M&RA (MP) will rel ease personnel data to outside agencies.

3. The DirPA (PA) is responsible for the release of all nilitary personnel statistics
to the news nmedia once the information has been cleared by the DO S M&RA (MP).

4. The HQVC Data Systems Support Branch, C4SysDiv (CCDH) provides personnel data to
Headquarters staff agencies in the formof magnetic tape or machine printed reports.

6009. WORLDW DE LOCATOR UNI T

1. The DC/'S M&RA (MVSB- 10), Worl dw de Locator Unit, DSN 278-3942, is available for
assi stance during normal working hours in identifying and | ocating Marine Corps
nmenbers.

2. Upon request, the DCUS M&RA (MVBB) wi |l furnish necessary information including
nane, grade, SSN, MOS, latest mlitary address (unit to which joined), etc. on al
mlitary personnel, Regular and Reserve. Miiling addresses of retired personnel and
SSN s of separated personnel are also avail abl e.

3. Telephonic or witten requests will be accepted. Request forns are available from
the DO/S MBGRA (MvBB). Wien the SSN is known, listing nust be in SSN order. Wen the
SSN is not known, listings nmust be in al phabetical order by surnanme. Tel ephonic
requests can be handled for a linmted nunber of names by calling DSN 278-3942.

4. The HQWVC staff duty officer will provide enmergency worl dwi de | ocator service during
nonwor ki ng hours.

6010. 1 NQUI R ES REGARDI NG PERSONAL AFFAIRS OF M LI TARY AND Cl VI LI AN PERSONNEL.
Persons receiving calls fromcredit associations, nerchants, and ot her persons
requesting personal information or that which is part of an official record will nake
no attenpt to answer the inquiry. Such calls will be transferred to one of the
follow ng offices authorized to give out certain information to the public:

Call's concerning active DC/'S ME&RA ( MVBB- 10) DSN 278-3942
mlitary personnel

Calls concerning civilian Dir AR (ARCC) ext. 41300
personnel records:

Calls for |ocator service DirAR (ARA) ext. 42344
(all mlitary personne

serving at HQMVO):
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CHAPTER 7
STAFF STUDI ES
7000. GENERAL
The term "staff study" refers to a formal staff study addressed to the
Commandant of the Marine Corps. Tinme permtting, a staff agency recomendi ng
a course of action concerning a matter of inportance and involving other staff
agencies will prepare and submt a "staff study” on the subject.
2. Approval of sone studies will require that a letter or directive be issued
or a directive or formbe nodified. Wen this is the case, the study nust
have the letter, directive, or formattached when it is sent to the

Commandant .

7001. PREPARATI ON AND ROUTI NG

1. Studies will be prepared in nenorandum fornat or foll ow ng paragraph
1406. h of FMFM 3-1, Command and Staff Action, and identified in the subject
line by "STUDY NO. ". Staff agencies shall maintain their own series of

nunbers for this purpose. Cassified studies shall be prepared foll ow ng
HQO P5510. 2, HOMC Information Security Manual. The study shall contain basic
information that will allow the CMC or ACMC to nake a deci sion and should

i nclude, but not be limted to the foll ow ng:

a. A statenent relating references to the paper. Wat is required by the
reference...what are the key points in the reference necessary for an
under st andi ng of the paper?

b. A statenent of the inportance of the paper to the Marine Corps.

c. A discussion of the effect upon the Marine Corps. |Is the paper
establishing policy of less than 1-year...policy of long-termduration...or
does the paper have an inmedi ate 1-year effect upon the Marine Corps?

d. A discussion of policy. Does the paper continue or change a previous
Marine Corps policy or position...does the paper vary in position from any
ot her activity?

e. A statenent as to possible pitfalls or questions from higher authority
whi ch nmay be generated by the paper

f. Additional pertinent factors not covered above that will assist the
CMC or ACMC in making a decision on the paper. (If previous correspondence on
the subj ect has addressed the areas above, restrict statenments to points that
will direct attention to current requirenents.)

2. The last paragraph of the nenorandumwi |l have reconmendati ons. The study
will be routed by the use of the HQMC Routing Sheet (NAVMC HQ 335) and be
conpleted by following the instructions contained in the HQVMC Suppl enment to

t he DON Correspondence Manual. The study will then be processed as foll ows:

a. Unclassified studies will be routed simnmultaneously to those staff

agenci es whose concurrence is needed to inplenent the recormended course of
action.
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b. The information should be assenbled and a copy of the study delivered
wi th enough basic information to all ow addressees to take necessary action
within a reasonable tinmefrane. |If, for any reason, it is inpracticable for
the interested staff agency to indicate whether or not it concurs within a
reasonabl e tineframe, the staff agency will request an extension

c. If all interested staff agencies concur with the study, or if the
originator believes that further expression of views on nonconcurrences would
be of no benefit, the originator will prepare the study in a snooth and route
it to the Secretary of the General Staff for the principals, using the HQVC
Routing Sheet. Frequently a nonconcurrence is based on a m sunderstandi ng or
i nsufficient know edge of the facts, and may be changed to a concurrence after
an informal discussion between the originator and the nonconcurring staff
agency.

d. If the originator believes it is necessary to further substantiate or
change the original position, a revision of the study will be prepared in the
sanme format as the initial version. The revised study will then be assigned
the sane identifying serial nunber as the initial version, but with a letter
suffix; e.g., 1A-1980. A copy of the revision will then be delivered by
simul taneous routing to each interested staff agency using the HQVC Routi ng
Sheet. This procedure will be repeated until the revision receives the
concurrence of all interested staff agencies or, in the opinion of the
originator, no further expression of views would be of benefit.

e. Doubl e-spaced rough drafts should be used for intra-Headquarters
routi ng of studies.

f. Cassified studies will be routed in the same manner as uncl assified
studi es except the nunber of copies distributed will be held to an absol ute
m ni mum Distribution will be nade only to those staff agenci es whose
concurrence or recomendati ons are essential. Wen tinme is not an overriding
concern, routing will be consecutive rather than sinultaneous.

7002. DECISION. After decision by the CMC or ACMC, the Secretary of the
Ceneral Staff will return all papers to the originating staff agency and w ||
send a copy of the decision to each interested staff agency.

7003. STAFFI NG OF PROPOSED PUBLI CATI ONS AND CHANGES

1. Proposed publications and changes may be made t he subject of studies, sent
by menorandum and staffed by neans of a routing sheet.

2. It is the responsibility of the originating staff agency to obtain
requi red approvals for proposed publications and changes prior to subm ssion
for signature.

3. Proposed changes to the Marine Corps Manual will be sent to the DirAR for
appropriate action and final approval by the Conmmandant. Proposals for
changes to the Marine Corps Manual will be fully docunented and will contain a
summary of changes proposed. (See paragraph 8101.2 for technical validity of
par agraphs in the Marine Corps Manual .)
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CHAPTER 8
PUBLI CATI ONS AND DI RECTI VES
SECTI ON 1: PUBLI CATI ONS SYSTEM
8100. GENERAL
1. The Marine Corps Publications Systemis established in the Marine Corps
Manual 1980, paragraph 1010. The regul ations contained therein apply to the

preparation of all nmaterial published in the Mrine Corps.

2. The DirAR (ARE) is responsible for supervising the operation of the
publications systemw thin the Marine Corps.

3. Oiginating staff agencies will contact the DirAR (ARE) for detail ed
instructions on printing when there is a question about the preparation
style, and format of publications or changes.

8101. RESPONSIBILITY

1. The responsibilities of HQMC staff agencies for functions involved in the
i ssuance and distribution of publications and directives are contained in
MCO P5600. 31, Marine Corps publications and printing Regul ati ons and

MCO P5215.1, Marine Corps Directives System

2. Resonsibilities of staff agencies for the technical validity of
par agr aphs of the Marine Corps Manual are assigned in figure 8-1

3. The DirHD and DC/S |1 & are responsible for the technical validity of
MCO P10520. 3, Flag Manual. (See figure 8-2.)
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Responsi bl e

MCM 1980 Par agr aphs Headquarters Staff Agency
1000 PP&CDept
1001 ARDI v
1002 M&RADe pt
1003 | & Dept / MARCORSYSCOM
1004 M&RADe pt
1005 PP&CDept
1006 M&RADe pt
1007 M&RADe pt
1008 M&RADe pt
1009 M&RADe pt
1010 ARDI v
1011 I nspDi v
1012 O f Legi sAsst
1013 P&RDept
1014 P&RDept
1015 PADi v
1100 MCCDC
1200 CAl Dept
1201 CAl Dept
1202 M&RADe pt
1203 P&RDept
1204 P&RDept
1205 P&RDept
1206 P&RDept
1300 JADI v
1301 JADI v
1302 M&RADe pt
1303 M&RADe pt
1400 HDDi v
1401 CAl Dept / M&RADept
1402 H&NVDI v
2000 M&RADe pt
2001 M&RADe pt
2002 N&RADe pt
2003 M&RADe pt
2004 N&RADe pt
2005 M&RADe pt
2100 M&RADe pt
2101 M&RADe pt
2102 M&RADe pt
2200 M&RADe pt
2201 M&RADe pt
2202 M&RADe pt
2300 M&RADe pt
2301 M&RADe pt
2302 M&RADe pt
2400 MCCDC
2401 MCCDC
2402 MCCDC
2403 MCCDC
2404 MCCDC
2405 MCCDC

Figure 8-1.--Staff Agencies Having Responsibility for paragraphs in
the Marine Corps Manual.
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HQADM NNAN

Responsi bl e

Headquarters Staff Agency

2406
2500
2501
2502
2503
2504
2600
2601
2602
2603
2604
2605
2700
2701
2702
2800
2801
2802
2803
2804
2805
2806
2807
2808
2809
2810
2811
2812
2813
2814
2815
2816
2817
2818
2819
2820
3000
3001
3002
3100
3101
3102
3103
3200
3300
3400
3401
4000
4001
4002
4003
4004

MCCDC

JAD v

| &L Dept
M&RADe pt
M&RADe pt
M&RADe pt
M&ARDe pt
M&RADe pt
M&RADe pt
M&RADe pt
M&RADe pt
M&RADe pt
M&RADe pt
M&RADe pt
MCCDC

M&RADept / C4l Dept

o fUS
ME&RADept
ME&RADept
ME&RADept
ME&RADept
Of f MCUB
ME&RADept
ME&RADept
ME&RADept
| & Dept
ME&RADept
ME&RADept
ME&RADept
ME&RADept
MCCDC

O f Chapl ai n

M&RADe pt
PADi v

M&RADept / PP&0ODept

ME&RADept
PP&ODept
PP&ODept

PP&ODept / M&RADept

PP&ODept
PP&ODept
PP&ODept
PP&ODept
C4l Dept
C4l Dept
MCCDC
MCCDC

| & Dept

| & Dept

| & Dept

| & Dept
O f HS

Figure 8-1.--Staff Agencies Having Responsibility for

in the Marine Corps Manual-- Conti nued.
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Responsi bl e

MCM 1980 Par agr aphs Headquarters Staff Agency
4100 | &L Dept
4101 | &L Dept
4102 | &L Dept
4103 | &L Dept
4104 | &L Dept
4105 | &L Dept
4106 | &L Dept
4107 | &L Dept
4200 | &L Dept
4201 | &L Dept
4202 | &L Dept
4300 | &L Dept
4301 | &L Dept
4302 | &L Dept
4303 | &L Dept
4304 | &L Dept
4305 | &L Dept
4306 O fHS
4400 | &L Dept
4401 | &L Dept

Figure 8-1.--Staff Agencies Having Responsibility for paragraphs
in the Marine Corps Mnual --Conti nued.
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Section A Flags, Colors, and Standards
Definitions

Section B. The National Flag
H story
Use and Di spl ay
Pl aci ng of the National Flag in Murning
The National Flag at Burials

Section C. The National Ensign
Si ze and Di spl ay
Hal f - masti ng
Lowering and Fol di ng

Section D. The National Color or National
St andard
Use of Rayon
Use of Fringe

Section E. Marine Corps Colors, Standards,
Fl ags, Quidons and Pl ates

(For Order of Precedence see Annex F)
Col ors and St andards
Ceneral Oficers’ Distinguishing Flags
Gui dons
Aut onobil e and Aircraft Distinguishing
Met al Pl ates

Section F. M scel |l aneous
M scel | aneous Fl ags
Di stingui shing Flags for the President,
Vice President, DOD Oficials, Navy
Oficials and Navy Flag O ficers

Carrying Flags of Foreign Nations and
Nonm litary Organi zations

Accessori es

Units Entitled to Awards

Streaners

Si | ver Bands

Certificates of Unit Honors

Section G Admi nistrative Procedures
Suppl y
Fundi ng
Al | owances
Repair, Replacenent, and Disposition Fl ags
Change in Unit Designation
Deactivated Organi zations
St orage, Preservation and Packagi ng, and
Mat eri al s Handl i ng
Sal e, Loan, or Private Use of Flags
Presentation of Distinguishing Flags

*Hi st &WusDi v/ | &L
Dept (LM

H
H
H
H

Hi
Hi
Hi

Hi
Hi

| &L Dept
| & Dept
| & Dept

st &VusDi v
st &VusDi v
st &VusDi v
st &VusDi v

st &VusDi v
st &VusDi v
st &VusDi v

st &VusDi v
st &VusDi v

(LM
(LM
(LM

(HDH)
( HDH)
( HDH)
(HDH)

(HDH)
( HDH)
( HDH)

EE

(H

*Hi st &vusDi v/ | &L
Dept (LM (LFS)

Hi st &vusDi v ( HDH)

*Hi st &WUsDi v ( HDH)

| & Dept

(LM

Hi st &VvusDi v ( HDH)

| &L Dept

(LM

Hi st &vusDi v ( HDH)
Hi st &vusDi v ( HDH)
Hi st &vusDi v ( HDH)
Hi st &vusDi v ( HDH)
Hi st &vusDi v ( HDH)

| &L Dept
| & Dept
| &L Dept
| &L Dept
| &L Dept
| & Dept
| &L Dept
| &L Dept
| &L Dept
| &L Dept

(LM
(LM
(LM
(LM
(LM
(LM
(LM
(LM
(LM
(LM

Figure 8-2.--Staff Agencies Having Responsibility for the Flag Manual .
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Annex A. Rules, Custons, and Prohibition Hi
Pertaining to Display and Use;
Pl edge of All egiance; and Penalties
for the Desecration of the Flag

st &vusDi v ( HDH)

Annex B. Executive Order 10834 of Hi
21 August 1959 "The Flag of the
Uni ted States”

st &VusDi v ( HDH)

Annex C. Presidential Proclamation 3655 Hi
(Arnmed Forces Day)

st &VusDi v ( HDH)

Annex D. Navy Regillations Hi

st &VusSDi v ( HDH)

Annex E. Presidential proclanation 3044 Hi
(Display of the Flag at Hal f-Staff)

st &vusDi v ( HDH)

Annex F. Departnent of Defense Directive Hi
1005.8 (Order of Precedence)

st &vusDi v ( HDH)

Annex G United Nations Flag Code and Hi st &vusDi v ( HD)
Regul ati ons as Amended on
28 July 1950

Annex H.  Presidential Proclanation 3418 Hi st &vusDi v ( HDH)

(Display of the Flag at the United
States Marine Corps Menorial in Arlington,

VA)

Annex |. Public Law 203--81st Congress Hi st &vusDi v ( HDH)
(Flag Day); Public Law 89-443-89th *(JAD V (JAL))
Congress (National Flag Wek)

Annex J. Presidential Proclanation 4000 Hi st &vusDi v ( HDH)
(Display of the Flag at the Wite
House)

*In those sections where two or nore staff agencies appear, the one appearing
first is the coordinator.

Figure 8-2.--Staff Agencies Having Responsibility for the Flag
Manual - - Cont i nued.
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CHAPTER 8
PUBLI CATI ONS AND DI RECTI VES
SECTI ON 2: DI RECTI VES SYSTEM

8200. DI RECTI VES MANAGEMENT

1. The DirAR (AREC) is the central control point for directives systens
matters Marine Corps-w de; nmanages the system from an overall standpoint;
provi des for the nanagenent and adm ni stration of the Marine Corps Directives
System controls joint departrmental publications (JDPs) and multi-Service
publications (proposed or final) received fromthe Secretary of Defense, DCD
agencies, mlitary secretaries, and nmlitary services (referred to here as
DOD components). Headquarters staff agencies receiving DOD conponents’
directives, either in proposed or final form that have not cleared through
or been staffed by the DirAR (AREB) will deliver theminediately to the

Di r AR (AREB) before taking any action.

The DirAR (AREC) staffs DoD conponents’ proposals to the cognizant staff
agency for appropriate action. Staff agencies will ensure all informtion
requested on the directives control routing sheet is fully answered before
returning their coments or reconendations on the proposal to the
Di r AR ( AREC) .

8201. MARINE CORPS DI RECTI VES

1. Any comuni cation as defined in MCO P5215.1 will be issued in a Marine
Corps directive. A directive nay al so be issued in nmessage format and
addressed to ALMAR, AIG or to selected plain | anguage addressees (PLA).

2. Prelimnary staffing and editorial review w || be acconplished per current
regul ati ons.

3. Many Marine Corps directives have been digitized and upl oaded to the HQVC
LAN Bul l etin Board. These directives may be viewed on the screen or

downl oaded to your | ocal or shared drive, provided they are not too large. |If
the directive is too large to downl oad, recommend staff agencies "print
screen” those portions needed. |If a staff agency requires the entire
directive, or a directive not available on the LAN, a printed copy nay be
obtained fromthe DirAR (AREC) in room 1309.

8202. DEPARTI ENT OF DEFENSE Dl RECTI VES

1. Provosed and Formal |ssuances

a. Proposed Issuances. The DirAR (AREC) controls all proposed DOD
components’ issuances and staffs themto the cogni zant staff agency for
appropriate action. The cognizant staff agency will indicate concurrence by
signing the directives control routing sheet, when routine, and return al
rel ated papers with the proposal to the DirAR (AREC). The HQMC sponsor’s
code, phone nueber, and action officer’s nane/grade will be appended to or on
the directives control routing sheet. Wen there are substantive conments or
nonconcurrence of particular significance to the Marine Corps, the cognizant
staff agency will consolidate and prepare the reply to the office shown on the
SecNav Admin control sheet stating the Marine Corps position, a brief summary
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of the nature of the problem and the reason for the Marine Corps position.
If the reply requires higher authority signature, send the proposed reply to
the senior official (ACMC) through the SGS for signature with the signature
section left blank. After signature, attach a copy of the signed and dated
reply to the package and return all related papers to the DirAR (AREC) for
docunent ati on and cl earance of reports.

b. Formal |ssuances. Fornal issuances are published as DOD directives
(policy statenents) and DOD instructions (instructional). These issuances are
forwarded to this Headquarters under SecNav Adnmin control sheets. The
DirAR (AREC) staffs themto the cognizant staff agency for action.

c. lnplenentation

(1) wWhen a DOD issuance requires inplenmentation by the Marine Corps,
the action official should use the exact |anguage of the DOD i ssuance in the
Marine Corps inplementing directive if appropriate. Wthin 48 hours after
receiving a DOD issuance, staff agencies are to furnish the sponsor’s code,
nane/ grade and phone nubber to the Dir AR (AREB) by phone, but retain the
directives control routing sheet until action is conpleted. Upon conpletion,
use the routing sheet to forward two copies of the Marine Corps inplenmentation
to the DirAR (AREC) for further processing.

(2) When the Navy (i.e., CNO NaVConpt, etc.) is inplenenting the DoD
i ssuance for the Navy and Marine Corps, the HQVC action official will provide
the DirAR (AREB) with the Navy action office code; name, grade/rank of the
Navy official; and phone nubber on the directives control routing sheet and
return all related papers to the DirAR (AREC).

(3) When the Marine Corps inplenmentation is contained in a joint
departnental publication (JDP) or nulti-Service docunent, the cogni zant staff
official will furnish the identity of the | ead service or agency; nane and
grade of action official; and phone nunber on the directives control routing
sheet and return all related papers to the D rAR (AREC).

(4) Heads of staff agencies identified in MCO P5215.1 are authorized
to sign Marine Corps orders that inplenent a change to a DOD i ssuance when the
DOD change tranmsnittal is signed by the Director, Correspondence and
Directives Division (OASD Conptroller), and contains only mnor changes which
have no inpact on Marine Corps policy.

(5) When the DOD issuance affects Marine Corps policy, the Marine
Corps inplenenting directive will be referred to the SGS for signature by one
of the senior officials.

2. Report of Inplenentation. Staff agencies will send a report of action to
the DirAR (AREC) in the formof a menorandum or a statenment attached to the
directives control routing sheet. Attach two copies of the Marine Corps

i mpl enenting directive to the directives control routing sheet and send them
to the DirAR (AREC). When the draft of the inplementing directive is
forwarded under the sponsor’s routing sheet, show the nunber (SSIC) and date
of the DOD which the Marine Corps directive is inplenenting. The DirAR (AREQ
is required to submt reports of inplenenting directives to the SecNav. The
report includes one of the follow ng:

a. The identity of a new or existing inplementing directive by SSIC,
date, and subject. |If inplenentation is published in a Marine Corps nmanual
(P-type) currently held in SecNav files, the inplenenting chapter(s) or
par agraph(s) nunbers of the directive are furnished to the SecNav, which wll
normal |y suffice.
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b. The change and date nonencl ature when a DOD i ssuance is inplenented by
a change to a Marine Corps directive.

c. A brief statement or explanation when a Marine Corps inplenmentation is
not required.

d. Information when a Navy Departnent agency (i.e., CNO NavConpt, etc.)
will inplenment the DOD i ssuance for both the Navy and the Marine Corps or that
the inplenmentation will be covered in a joint departnental publication (JDP)
or multi-Service docunent.

8203. NAVY DEPARTMENT DI RECTI VES

1. Formal and Proposed |ssuances

a. Formal Issuances. Navy Departnent directives are issued as
instructions and notices by offices of the Navy Departnent (SecNav, OPNAV
NavConpt, BUMED, and system comraders, etc.). Fornmal issuances are
distributed individually to Marine Corps addresses by their Standard Navy
Distribution List (SNDL) codes, to all ships and stations, and to Marine Corps
distributions. (MCO 5215.12 for specific details.)

b. Proposed |ssuances

(1) Control of proposals. Navy staff offices refer their proposed
directives to the DirAR (AREC) when Marine Corps clearance is needed. If an
HOMC staff agency receives a proposed Navy directive directly froma Navy
originator, that staff agency will inediately deliver the proposal to the
DirAR (AREC) before taking any action. The DirAR (AREB) controls and staffs
the proposal for clearance and distribution re~uirenments, and for further
doconent ati on and archival purposes.

(2) Distribution Assignnent for Proposals. |If the SNDL distribution
shown on the proposed directive is not adequate, the cognizant staff agency
can nmodify it to add or delete warine Corps SNDL codes. The cogni zant staff
agency can establish and attach a list of individual activity codes (IACs) to
the directives control routing sheet in the same nmanner required for
establishing an AC |ist for distribution of Marine Corps directives.

(3) Cognizant Staff Agencv Responsibility

(a) Routine Responses. The cognizant staff agency will obtain
coments fromother interested offices, consolidate their responses, and send
the consolidated response and all related papers to the DirAR (AREC) in tinme
to nmeet the due date. Routine responses are conposed by the DirAR (AREC), who
returns the proposal to the Navy origi nator

(b) Substantive Responses. Conents of a substantive nature wl|
be formally prepared and signed by the cognizant staff agency. The cognizant
staff agency will return the formal reply along with all related papers to the
DirAR (AREC) for proper doconentation, clearance of records, and for the
return of the reply to the Navy origi nator

3. Control and Distribution. The DirAR (AREC) controls and distributes al
Navy directives within HQMC, except for the Navy Transmittal sheet of "Al
Shi ps and Stations” directives, and Navy directives that are assigned Marine
Corps PCN distributions.
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8204. JO NT DEPARTMENTAL PUBLI CATI ONS (JDP) OR MULTI - SERVI CE DOCUMENTS

1. Definition

a. Joint dpartnmental publication (JDP) - is a directive identified and
i ssued as a Marine Corps order (MCO) in a directives systeny a regulation; or
publication issued in a single version by two or nore DOD conponents (e.g.,
DOD agencies, military secretaries (i.e., at seat of Governnent)), when a
requi rement exists for uniformty that necessitates identical |anguage, form
or timng.

b. Milti-Service docunent - is a regulation or publication, exenpt froma
directives system issued in a single version by two or nore mlitary services
when a requirenment exists for uniformity that necessitates identical |anguage,
form or timng.

2. Staff Function. The DirAR (AREC) controls and staffs all proposed JDP s
or multi-Service docoments. They are staffed to cogni zant staff agencies for:

a. Review and approval .
b. Assignnent of Marine Corps service identification.

c. Assignnent of Marine Corps distribution by IAC s and nunber of copies
per AC (like establishing an IAC list for distribution of Marine Corps
directives). The DirAR (AREC) coordinates and provi des the Marine Corps
printing and distribution requirenents to the | ead agency or service.

d. Authentication. An authentication sheet is normally prepared and
furnished by the DirAR (AREC) to the cogni zant staff agency for signature by
the principal subordinate. The authentication shows the Mari ne Corps service
identification, subject, and the "BY ORDER OF THE SECRETARY OF THE NAVY:"
staterment (included when paragraph 8204.1 a applies, onitted when paragraph
8204. 1b applies). The signature bl ock of the authenticating officer’s nane,
title, and grade, respectively, is typed on the authentication sheet at the
signer’s |evel.

e. Signature Authority. SENAVINST 5602.1 states, "Joint docunments wll

be

si gned on behal f of the Departnent of the Navy by the official who would
normal ly promulgate it within the Departnent. The DOD Reor gani zati on Act of
1986 reguires clear separation; e.g., between activities with authority to
nmake policy and activities with authority to execute policy. Both activities
i ssue directives, but the executor would be different in each case (unless
doubl e-hatting were determined to be feasible). The officials |listed bel ow
(or the person formally appointed to replace tenporarily that official) are
authorized to sign JDP s or nulti-Service docunents by title:

a. Deputy Chief of Staff for Manpower and Reserve Affairs

(1) Assistant Deputy Chief of Staff for Manpower and Reserve Affairs,
M&RA Depart ment

(2) Assistant Deputy Chief of Staff for Manpower and Reserve Affairs,
Reserve Affairs, MRA Departnent

(3) Director, Personnel Managenent Division, MRA Depart nment
(4) Director, Personnel Procurenent Division, MRA Departnent

(5) Director, Manpower Plans and Policy Division, MRA Depart nent
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b. Deputy Chief of Staff for Installations and Logistics
c. Deputy Chief of Staff for Plans, Policies and Operations

d. Deputy Chief of Staff for Aviation and
Director, Aviation Plans, Policy and Requirenents Division, AvnDept

e. Deputy Chief of Staff for Prograns and Resources

f. Assistant Chief of Staff for Command, Control, Conmuni cations,
Computer and Intelligence (C4l/Intel)

g. Director, Judge Advocate Division

h. Legislative Assistant to the Commandant

i. Director of Public Affairs

j. Director of Marine Corps Hi story and Miseuns

k. President, Marine Corps Permanent Uniform Board

I. Director of Admi nistration and Resource Managenent

m The above individuals may not sign joint or nultiservice docunents if:

(1) The docunent establisbes or changes existing Marine Corps policy.

(2) The docunent inplenents directives from hi gher authority
(excluding those of a technical, nonpolicy-deternining nature).

n. The subject matter is determ ned by HQMC oversi ght authority to be
appropriate for signature by one of the HQMC senior officials.

8205. DI RECTI VES ANNOUNCI NG CONFERENCES, SEM NARS, AND | NSTI TUTES

1. Various Headquarters staff agencies periodically issue Marine Corps

di rectives announci ng conferences, sem nars, and other types of devel opnenta
nmeetings. Normally, these directives reconend participation by a staff
agency representative, give the nane of sponsoring organization, costs of
regi stration, purpose of the neeting, and benefits of participation

2. The sponsoring staff agency nust send all proposed announcenents about
such nmeetings to the DirAR for review before release to preclude the issuance
of conflicting informtion

8206. GREEN LETTERS AND WHI TE LETTERS

1. Background. Green Letters and Wiite Letters are extraordinary

comuni cation techni ques and are not intended to duplicate other forms of
comuni cation. They will not be used in place of the Marine Corps directives
system Green Letters and White Letters are reserved as a neans for the
Commandant to express his personal thoughts and policies on a variety of
topics that he considers in need of command enphasis. These letters will not
be used in lieu of other nore appropriate techni ques of communi cati ons.
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2. Geen Letters. Geen Letters were initiated by the Commandant of the

Mari ne Corps in January 1956 as an informal way to conunicate with genera

of ficers on a personal and private basis. Currently, the Commandant chooses
to use these letters to express his position or concern on matters he views as
having a critical inportance. Geen Letters are kept only in the persona
files of general officers and, as such, they will be carried or nailed from
one duty station to the next by the general officer

3. Wite Letters. Wite Letters are sent to all comanding officers and
officers in charge and are kept in organizational files. A readily apparent
and nost inportant distinction between Geen Letters and Wiite Lettars is the
contents of the fornmer are of a private nature, the contents of the latter are
i ntended for wi de publication. Wite Letters are also reflections of the
Conmandant’ s personal thoughts and policies. Each Wiite Letter will contain a
self-cancell ation date 1-year fromthe anticipated publication date.

4. Draft Instructions

a. Geen Letters and White Letters nust be witten so their inpact is the
sane as a personal conversation with the Commandant. They should be cast in
t he context of conmanders’ gui dance. They are not appropriate vehicles for
matters requiring reports and are not intended to be subsequently used as
references in other docunents.

b. Use the follow ng checklist when drafting Green Letters and Wite
Letters:

(1) Review all neans of witten comication to decide if a G een
Letter or Wiite Letter is the best neans.

(2) Keep it short--one page, if possible.
(3) Do not address nore than one subject in each letter

(4) Classified matter will not be included in Wite Letters and is
di scouraged in Green Letters.

(5) Do not use a reference line. |If references are absolutely
requi red, incorporate theminto the text of the letter

(6) Avoid being directive in tone.

(7) Present the thrust of the letter clearly but allow the recipients
to deteine howto best translate it into action; i.e., less detail.

(8) Make the style personal and conversational --avoid "jargon."

5. The DirSplProj (SPD) has cogni zance over Geen Letters and Wiite Letters.
Questions as to format and style should be directed to that office.

a. Route all Geen Letters and Wiite Letters to the Conmandant via the
Di r Spl Proj .

b. SPD will assign the appropriate G een Letter or Wiite Letter nubber
date the letter, and ensure sufficient reproduction

c. Wiite Letters will be distributed to the field by the DirAR (AREC).

d. Geen Letters will be distributed by SPD through the D r AR (ARAC)
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review Green Letters and Wiite Letters annually.

recommendations for cancellation will be sent
he published in a Green or

e. The DirSplProj wll
Upon conpl etion of this review,
to the Conmandant. The results of the review will
White Letter listing those to remain in effect.

f. SPDwll maintain mninal nunbers of extra copies of Green Letters and
VWite Letters.
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CHAPTER 9
| NSPECTI ONS, AUDI TS, AND | NVESTI GATI ONS

9000. HANDLING OF 1 GMC | NSPECTI ON REPORTS. | GVC i nspection reports (which
i ncl udes readi ness assessnent evaluations) will be handled as foll ows:

1. The I1GMC will provide inspection reports to appropriate staff agencies for
review on a case by case basis. The staff agencies will review designated
portion(s) of the report and provide comments on any |isted discrepancies
requiring a report of corrective action fromthe command. Agency’ s comments
should be in a fornmat so that the comments can be al so provided to the
conmand/ unit concer ned.

2. The report of staff review will show the review was coordi nated as
necessary with other staff agencies and those agencies concur with the

coments being submtted. |If the staff review finds no need for corrective
response fromthe comand, the staff agency nust still report back to the

| GVC.

3. The G will include the staff agency coments and reports of review in

the inspection report. This report will outline discrepancies found during
the inspection, note these requiring a report of correction, and include
corrective guidance. By "copy to", the conmmand/ unit conmmander will be
required to respond to the report. Wen the commander’s reply returns, the
IGMC will staff the reply back to the original agencies for a determ nation of
the commander’s responsiveness. It is the responsibility of the staff agency
to communi cate further with any commander whose reply is unresponsive. This
situation will be reported to the IGMC with any rel evant change.

4. Upon conclusion of all action necessary to conplete each report, the
report and all related material will be filed in the 1GVC files.

5. The I1GVC, through analysis of inspection results, will advise the
Commandant and appropriate staff agencies of significant trends in noted
di screpancies within the Marine Corps.

9001. PROCESSI NG OF | NSPECTI ON REPORTS AND STUDI ES CONDUCTED BY | NSPECTORS
CENERAL. HQWC receives copies of inspection reports fromexternal |nspectors
Ceneral that affect or may affect the Marine Corps. The I GVC reviews these
reports and distributes themto the appropriate staff agencies for infornma-
tion, comrent, or action. |If necessary, the IGMC will provide comments or
recommendati ons on the reports.

9002. | NSPECTI ONS CONDUCTED BY HOMC STAFF AGENCIES. One of the functions of
the IGMC is to coordinate the efforts of organizations engaged in the periodic
eval uation of effectiveness, efficiency, integrity, and econony in order to

m nim ze duplication of inspections inposed on any unit or activity. |In order
to do this, the IGVMC nust be appraised of all inspections, whether planned or
actual ly conducted, by HQVC staff agencies. The format provided in Figure 9-1
shoul d be utilized to notify the IGVMC. Through anal ysis of information

obtai ned through all inspections results, the IGMC will then provide
appropriate recomrendati ons for inprovenent.
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9003. PROCESSI NG OF AUDI TS CONDUCTED BY AGENCI ES EXTERNAL TO THE MARI NE
CORPS, HOMC. HQMWC receives copies of announcenents of audits conducted by the
Ceneral Accounting Ofice (GAO, the Departnent of Defense I|nspector Genera
(Audit) and the Naval Audit Service (NAS) that affect or may affect the Marine
Corps. The DO S P&R (RFR) reviews each announcenent and nakes distribution

t hroughout HQMC and sponsors openi ng conferences and other neetings as may be
appropriate in order to coordinate the audit. Wen audit reports are issued,
the DC/'S P&R (RFR) reviews each audit report, solicits input from Headquarters
staff agencies, and prepares coordi nated Mari ne Corps responses on matters
cited in the report that HQMC and Marine Corps field conmands have concurred
in. The DC/S P&R (RF) is also responsible for maintaining an up-to-date

foll omup systemon all audit recomrendations with which HQVC has agreed

9004. AUDI T OF NONAPPROPRI ATED FUNDS

1. The DS P&R (RF) is responsible for the continuous audit of the Marine
Corps Mirale, Wl fare and Recreation Support Activities, and the Designated
M scel | aneous Funds which are adm ni stered by the Conmandant.

a. The Audited Fund will keep the original audit report, together with
the final action of the Commandant, on file. The DC/S P& (RF) will retain a
copy of the audit report on file. The DC/S P& (RF) is responsible for
ensuring followp action on all reports.

b. Reports of audit will be sent at the conpletion of each audit to the
@70

9005. |1 GMC I NVESTI GATIONS/ INQUIRIES. The IGVMC initiates and conducts non-
crimnal investigations into any Marine Corps nmatter as directed by SECNAV
CMC, the Naval Inspector General (NAVINSGEN), or as otherw se deened appro-
priate. Additionally, the I1GVMC serves as the official Marine Corps
representative to whom as an alternative to the normal chain of conmand
channels, mlitary and civilian personnel nmay request assistance or | odge
conmpl aints and provide facts without fear of reprisal concerning: violations
of law, rules, or regulations; fraud, waste, or inefficiency; abuse of
authority or other msconduct; and other matters that can be reasonably
expected to be of interest to the SECNAV, CMC, NAVINSGEN, or DoDI G in order
to ensure appropriate inquiry and managenent action
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PLACE (ACTIVITY OR GEOGRAPHI C AREA) VI SI TED
I NCLUSI VE DATES OF | NSPECTI ON PERI OD

. LNSPECTI ON PARTY

Composi tion.
I1. 1Tl NERARY
Units, areas or locations visited, and tines.

1. PURPOSE AND NATURE OF | NSPECTI ON

Brief description of the purpose of the trip, and the nature of the
exercise, test, denonstration, etc.

I'V. DETAI LED NOTES

To include information gained by the inspecting party, verba
requests sent by units inspected, matters in need of correction, resolution or
clarification and any other nmatters in which elenments of this Headquarters
m ght be interested.

Figure 9-1.--Sunmmary of I|nspection
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CHAPTER 10
PUBLI C AFFAI RS
10000. GENERAL

1. The Director of Public Affairs (DirPA) represents the Commandant in al
matters concerning public affairs.

2. Public affairs includes public information, internal information, nedia
relations, and conmunity rel ations.

3. Headquarters staff agencies will cooperate with the DirPA by responding to
requests fromthe public, including the nedia, for information about the
Marine Corps, and for Marine Corps participation in public events.

10001. COORDI NATI ON OF PUBLI C | NFORVATI ON

1. The DirPAis the coordinating staff agency for all matters of public
affairs at HOMC. These nmatters include contacts and cooperati on between HQVC
and the news, pictorial, broadcasting and tel ecasting nmedia, notion pictures,
magazi nes and comerci al adverti sers.

2. Staff agencies will informthe DirPA in advance, of plans to participate
in network radi o or television shows or cooperation with news nmedia and
comercial advertisers that will result in national news or publicity about
the Marine Corps. No commitnent for participation or cooperation will be nade
without prior referral to the DirPA

3. Requests fromthe public under the Freedom of Infornmation Act (FO A):
a. The DirAR (ARAD) is the central coordinating authority for the FO A

b. Requests for Marine Corps docunents or records by nenbers of the
public will be handl ed per current Marine Corps directives.

c. In all instances where a denial is contenplated, the appropriate staff
agency will give the DirAR (ARAD) a proposed response and supporting
docurents. The DirAR (ARAD) will review these and decide if additiona
staffing is needed before subm ssion of denial for signature. This procedure
wi |l be acconplished by all Headquarters staff agencies except DU S | &L

d. The DirAR (ARAD) will also act as the central coordinating authority
shoul d the requester appeal to the SecNav.

4. The CO HgBn, HOMC has authority to release information of |ocal interest
either directly to | ocal media of through the Fleet Home Town News Center

Al nedia requests for information of other than local interest will be
referred i Mmediately to the DirPA

10002. PROCEDURE FOR MEDI A QUERI ES

1. The DirPA will answer all nedia queries directed to HOMC. Medi a
representatives work agai nst stringent deadlines, therefore all personne
concerned with replying to nmedia queries, whether the reply is favorable or
not, will work as quickly as possible. Delays in replies may be construed as
a means to avoid unfavorable publicity and |l ead to unwarranted adverse
specul ati on.
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2. The follow ng procedures are set up for processing all nedia queries

recei ved at HQMC:

a. The DirPA or his representative, will answer routine queries directly
to the nedi a.

b. The DirPA will refer queries of a technical or sensitive nature to the
head of the appropriate staff agency. The agency nust answer these queries hy
t he deadl i ne given.

c. The DirPAwill send queries to staff agencies in witing or
tel ephonically. Staff agencies will respond in witing tinme permtting.

d. Wien all or part of a response to a nedia query involves classified
material, the staff agency will obtain assistance fromthe DirPA action
officer in making as conplete a response as possi ble w thout conproni sing
classified material.

e. The DirPA will not w thhold responses to nedia queries due to
sensitivity or possible enbarrassnent to the Marine Corps.

3. Staff agencies to whomnedia queries are referred are responsible for the
accuracy of all information furnished to the DirPA, and nust informthe DirPA
of security classification and sensitivity.

4. The DirPAwill refer answers to nedia queries that are classified or
sensitive to the ACMC or the Dirlntel for disposition.

5. Media queries received outside of normal working hours will be handl ed
following the instructions issued separately to the HQVC SDO.

10003. PROCEDURE FOR MEDI A | NTERVIEWS. Media interviews will be processed
simlarly to media queries. The DirPA will coordinate all admnistrative
matters to include date, tinme, place, and special equipnent as required.
Interviews with general officers will be taped whenever possible.

10004. MEDI A COVERAGE FOR MARI NE CORPS EVENTS

1. The DirPA will provide for nedia coverage of Marine Corps events in the
Washi ngton, DC area that are of national interest.

2. The DirPA will coordinate admnistrative matters to include:

a. Invitations and RSVP'S to nenbers of the nedia to include the Pentagon
Press Corps and ot her representatives in the Washi ngton, DC, area.

b. Preparation and distribution of press kits.
c. Parking for nedia representatives at the event sites.
d. Seating of nmedia representatives during the event.

e. Oher admnistrative matters as appropriate.
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10005. COORDI NATI ON OF COVMUNI TY RELATI ONS

1. The DirPA is the coordinating staff agency for all community events

i nvol ving participation by Marine Corps units and individual Mrines. These
events include those directed by higher authority and those public events
outside the imedi ate areas or capabilities of |ocal conmanders.

2. The DirPA coordi nates and provides the necessary staff assistance for
Marine Corps participation in public events to include:

a. Departnent of Defense special events and prograns.

b. Marine Corps public affairs and information prograns using speakers,
col or guards, nusical and marching units, static aircraft displays or aircraft
flight participation/and other appropriate support for public events. This
support includes participation by the U S. Marine Band.

3. The DirPA is the principal staff advisor on plans and activities involving
the Marine Corps and one or nore elenments of the civilian conmunity. As
principal staff advisor the DirPA will keep continuous liaison wth:

a. Those HQWC staff agenci es whose activities relate to the Mari ne Corps
comunity.

b. The national headquarters of the Marine Corps-oriented organizations
and their respective wonmen’s auxiliaries.

c. Navy-interest organi zations when Marine Corps public affairs support
is determned to be of mutual benefit to community events.

d. National veterans organizations.

4. The DirPA is responsible for nonitoring those public affairs prograns
whi ch ensure the continuance of Marine Corps traditions.

5. The DirPA will advise the ACMC on all Marine Corps conmunity relations
proj ects, programs, and problens related thereto.
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CHAPTER 11
LEG SLATI VE MATTERS

11000. PROCEDURE FOR HANDLI NG LEGQ SLATI VE NMATTERS

1. The Ofice of the Legislative Assistant (COLA) to the Commandant of the
Marine Corps, will send staff agencies copies of bills or legislative
proposal s that are of interest or concern to them

2. These staff agencies must provide informati on and comments to OLA within
the deadline. COLA will then prepare conmments for the Marine Corps.

3. The Legislative Assistant will call upon any HQMC staff agency or
appropriate field commanders for information in connection with legislative
proposal s whenever necessary.

11001. PROCEDURE FOR PRESENTATI ON BEFORE CONGRESSI ONAL COVM TTEES

1. Wen the views of the Marine Corps relative to legislative proposa

matters are desired by congressional committees, the Comrandant or his
designated representative, will nake the presentation. Wen the nature of the
proposal makes it advisable, the Commandant, or his representative, will be
acconpani ed by a representative of the staff agency having cogni zance of the
subject matter, so he nay be available to supply additional facts or detailed
data the conmittee may require. The Comrandant, or his representative, wll

al ways be acconpani ed by the Legislative Assistant or the House/ Senate Liaison
Oficers. Any presentation of information to Congressional Authorizers (or
other commttees | ess appropriations) nust be coordinated with OLA

2. Regulations directing the preparation of statements for presentation

bef ore Congressional commttees are found in SECNAVI NST 5730.5G procedures
for the Handling of Naval Legislative Affairs and Congressi onal Rel ations.
OLA will provide additional instructions on testinony preparation and assi st
in the preparation of witnesses as required.

3. The divul ging of testinobny before congressional committees that includes
classified information will be governed by DoD 5200.1, Departnent of Defense
Informati on Security Program Regul ati ons and OPNAVI NST 5510. 1, Departnment of
the Navy Information Security Program Regul ati ons.

11002. HANDLI NG OF CONGRESSI ONAL CORRESPONDENCE. See the HQMC Suppl ement to
the Departnent of the Navy Correspondence Manual
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